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Introduction

This user guide takes you through accessing and using the Clinical Trials Monitoring Branch (CTMB) Audit Information
System (AIS) to efficiently schedule audits, assign and review auditors, submit final reports, track follow-up items and to
view roster information and submit updates. The user guide is divided into eight sections. It is assumed that the user has
already accessed the CTMB AIS on the web site. The eight user guide sections are as follows:

Introduction,

Scheduling Audits for Institutions in Roster,
Managing CTEP Auditors,

Acknowledging Reports

Submitting Final Reports,

Perform Follow-up Activities,

View Roster Information, and

Review Reports.

PRI AW =

Actions to be performed by the user are shown on the left side of the page. Illustrated examples of the steps performed
are shown on the right side of each page.

Conventions

Specific terminology and rules of usage must be understood when following the step-by-step instructions in this user
guide. The conventions adopted for use in this manual are as follows:

e Select A single click with the left-most mouse button,

e Double-click A double-click of the left-most mouse button,

e Bold Indicates the exact screen name of the item you are clicking,

e Jtalics Indicates the exact screen name of an item on the screen which appears as a direct result of a user
action

e "Data" Information in quotes indicates data that is typed by the user,

e <Key name> Indicates the name of the key that should be pressed, and
e Underline indicates information that must be replaced by specific text by the user.
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Web Page Description

The CTMB AIS web pages are divided into distinct areas, or, frames. As the pointer arrow is moved across the Web
page, it will turn into a pointing finger when it "points" at an area that may be selected and accessed. Do not attempt to
type in any area in which a colored cursor appears. Acceptable data entry areas will display a black, static cursor when
they are selected. You may return to the main menu at any time during the audit process by selecting Back at the top of
any window, or Return to Main Menu at the bottom of any window. The scroll bars to the right and bottom of the
window may be used to view data that is off screen.

Field names in plain text italic are optional entry fields. Field names displayed on the screens in bold text are required

entry fields, except for the Query forms. The Query form field names are all displayed in bold text, but are not required
entries.

From any menu on the CTMB AIS, the user may select Return to Main Menu to return to the CTMB Audit
Information System main menu. Also located at the bottom of each menu is the option to send email with any questions
or comments to NCI's CTEP Help Desk. These options may be selected pointing and clicking.

The following is the Main Menu for the CTMB AIS.

7 CTMB Activities - Netscape

File Edit Miew Go Window Help

CTMB Audit Information System

@ Audit Scheduling Infermation
@ CTEP Auditor Information

@ Acknowledge Reports

@ Final Report Information

@ TFollow_up Information

@ Cooperative Group Roster Information

@ Reports

Eeturn to Man heny
System related questions/comments, email: ICT CTEP HelpDiesk

Audit related questions/comments, contact; & THB
TWebmaster: Capital Technology Information Services, Inc.

’E | Document: Done

w2

CTMB AIS Web Page
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Standard On-Screen Function Keys

Specific keys will appear on windows throughout the CTMB AIS web pages. These keys will always perform in the
same manner when selected. The following is a listing of these standard keys and the function they perform when

selected:

Clear

Delete

Find

Last

New

Next

Previous

Requery

Save

Clears any user entered data from the displayed window

Deletes the user specified information

Finds the user specified information

Takes the user to the last page of information when multiple pages are involved

Displays a new form or screen

Takes the user to the next displayed screen of information when multiple pages are involved

Takes the user back to the previously displayed screen of information when multiple pages are
involved

Provides another count of the information displayed

Saves any user entered information currently entered on a form

Adobe Acrobat Reader

The software product, Adobe Acrobat Reader, is used in conjunction with the CTMB AIS to review and print reports.
An option has been added to the applicable menus to allow you to download a free copy of this product.

CTMB AIS - CTMB Activities Introduction - 3



Scheduling Audits for Institutions
in Roster

Only Cooperative Groups can schedule an audit for their members. An audit can be either a regular audit, or a re-audit of
a particular institution. If a re-audit is pending for an institution, then no regular audit can be scheduled for that
institution until the re-audit is performed. The following sections take you through the processes involved in reviewing
audit information an audit for an institution/CCOP.

CTMB AIS - CTMB Activities Scheduling Audits for Institutions in Roster- 4



3 CTMB Activities - Netscape _[of x]

- File Edit View Go Window Help

Qu e ry a SChed u Ied Au d It T (84008 CTMB Audit Information System [
This section provides specific instructions for querying S
an audit that has already been scheduled. All user-
entered information on the scheduled audit is available
for review through this task. All fields on the Query
screen do not need to be completed to find existing SinIE L EN
information. Complete any known information to find 5

the required information.

9 Audit Scheduling Information
@ CTEP Auditor Information

@ Acknowledge Reporis

Follow-up Information

@ Coeperative Group Roster

@ Reports
1. Select Audit Scheduling Information from
the CTMB Audit Information System i .
Wlndow 5!-\ [Pocumert: Dane | I : 4
The Audit Scheduling Information window o ¢ B
appears. Eile Edit Yiew Go Window Help
2. Seclect View/Update Scheduled Audits from
the Audit Scheduling Information window.
. @ Yiew/Update Scheduled Audits
The Query on Scheduled Audits window =LA A :
View/Update Aundit Site Information
appears.
@ View Scheduled/Historic Audit Site Information
3. Click on the Main Member/CCOP Name: * Retum lv Mein Menu _
field down arrow to search for the main
member/CCOP name. = | o
il [Document: Dane | 4

The List Of Values: Main Member/CCOP
Name, Main Member/CCOP NCI Code
window appears.

Query on Scheduled Audits

Main Member/CCOP Name: || =l

Audit Type: d

Audit Date: (MM/DD/YYYY) | to|

Audit Status: (| |
Group: | =l

@ Return to Audit Scheduling Information Menu

il [Document: Done 1

v
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10.

11.

Select the main member/CCOP name from the
list on the left.

OR,

Type a known part of the name in the Search
criterion for Main Member/CCOP Name
field using the wildcard % for the unknown
portion, select Find, and select the main
member/CCOP name when it is found.

The List Of Values: Main Member/CCOP
Name, Main Member CCOP NCI Code
window is removed from the screen and the
selected name is displayed in the Main
Member/CCOP Name: field of the Query on
Scheduled Audits window.

Click on the Audit Type: down arrow and
select Routine audit or Reaudit.

The selected audit type appears in the Audit
Type: field.

Note: Routine audit is the default for this
field.

Enter the beginning date of the audit in the
first Audit Date: (MM/DD/YYYY) field.

The user-specified date appears in the first
Audit Date (MM/DD/YYYY): field.

Enter the ending date of the audit in the next
Audit Date: (MM/DD/YYYY) field.

The user-specified date appears in the next
Audit Date (MM/DD/YYYY): field.

Click on the Audit Status: down arrow and
select Scheduled or Re-scheduled.

The selected audit status appears in the Audit
Status: field.

Click on the Group: down arrow to search for
the group.

The List Of Values: Group window appears.

Select the Group name from the list on the left.

OR,

# List Of Values: Main Member/CCOP Na... [H[=]E3

List Of Values: Main Member/CCOP
Name, Main Member/ CCOP NCT
Code,

Search critenion for Main Member/CCOP Natmne:

Ifs ml Close

: Main
?&“’;Memb”’r CEOP Iy fomber/CCOP [City

NCI Code
ATASEA CLINIC AKO003 Fairbanks
ATBANY MEDICAL  |[NY117 ABINGTON
CENTER.
ATBANY MEDICAL ‘NYI 19 ‘ALBANY

COLLEGE
< | oz

#; View/Update Scheduled Audit Information : Schedule Audits - Netscape  [5[=1 1

File Edit View Go Window Help

View/Update Scheduled Audits

(Juery on Scheduled Audits

Main Member/CCOP Name: “mvo CLINIC-SCOTTSDALE =l

\Audit Type: Rautine audit j
\Audit Date: (MM/DD/YYYY | tnl
\Audit Status: Scheduled =]

Group: T =

ﬂl Clear

@ Return to Audit Scheduling Information Menu

v

=il [Document: Done

% List Of Values: Group - Netscape

List Of Values: Group

Search criterion for Group:

i

ml Close |

Group

=
)
o]
L5y}
o]
[
|

2

]
=
&

=
El

()
Gy

=
&
ey
(@]}

[
@]
[}

T‘
[E
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12. Type a known part of the name in the Search # ViewlUpdate Scheduled Audit Information : Schedule Audits - Netscape M= F
criterion for Group field using the wildcard S — -
% for the unknown portion, select Find, and N

select the group when it is found.

The List Of Values: Group window is Query on Scheduled Audits
removed from the screen and the selected Main Momber/COOF Name: | [avs cLomiescormoiis =
name is displayed in Group: field of the Query Audit Type: rrare s
on Scheduled Audits window. AuditDates MMDDAYYN[ o] |
Audit Status: Scheduled =] _
13. Select Find from the bottom of the Query on b s =1
Scheduled Audits window. i
. . . . @ Retun to Audit Scheduling Information Menu
The Scheduled Audits List window is o
. . . <l | >
displayed with the audits that met the search = Ioecumert one : v
criteria displayed. ¢
Scheduled Audits List
& Main R o . Numbhber
Skl M;Tll;zr/CCDP Member/CCOP %‘:‘m g:l::: g‘:::t Group | of Sites Lu.
NCI Code ¥ Assigned|5]
MATO AZ020 Flagstaff| AZ |04/30/1838 SWOG 3 1
CLINIC-SCOTTSDALE
MAYO AZ020 04/04/199% |SWOG 3
CLINIC-SCOTTSDALE

Records 1to 2 of 2
ReCuery
Query

=3l [Document: Done
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Query Information on
Audit Sites

Information on audit sites is available for review
through the CTMB AIS. This section covers accessing
the available information on audit sites. All fields on
the Query screen do not need to be completed to find

existing information. Complete any known information

to find the required information.

1. Select Audit Scheduling Information from
the CTMB Audit Information System
window.

The Audit Scheduling Information window
appears.

2. Select View/Update Audit Site Information
from the Audit Scheduling Information

window.

The Query on Audit Sites window appears.

3. Click on the Institution Name: down arrow to

search for the desired institution.

The List Of Values: Institution Name,
Institution NCI Code, Membership Type,
Group window appears.

Note: Typing in the institution name, instead
of using the down arrow in this field, will not
allow for automatic fill in of institution NCI
code, membership type, and group.

3 CTMB Activities - Netscape _[of x]
File Edit View Go Window Help

(8§08 CTMB Audit Information System

9 Audit Scheduling Information
@ CTEP Auditor Information
@ Acknowledge Reporis

@ Final Report Information

@ Follow-up Information

Q¢ tive Group Roster

7 Netscape _[Of x|

Eile Edit View Go Window Help

Yiew/Update Scheduled Audits
@ View/Update Audit Site Information

@ View Scheduled/Historie Audit Site Information

@ Retwrn to Main Menu

| |

S

il [Document: Dane |
= : Audit Sites - Netscape ol x]
File Edit View Go Window Help
mery on Audit Sites = |
ery

Institution Name: [ =

Institution NCT Code: |

Membership Type: |

Main Member/CCOP Name: “ =l

Group: |

‘Audit Type: |

‘Audit Category: j

Audit Date: (MM/DD/YYYY) || to|

IRB Review Reguired: B

Pharmacy Review Required: B

Patient Case Review Required: B

Site Audit Status: =

Find | Clear =

o | |
= [Document: Dane A

v
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Select the institution name from the list on the
left.

OR

Type a part of the name in the Search
criterion for Institution Name: field using
the wildcard % for the unknown portion,
select Find, and select the desired institution
name when it appears.

The List Of Values: Institution Name,
Institution NCI Code, Membership Type,
Group window is removed from the screen
and the selected name is displayed in the
Institution Name: field of the Query on Audit
Sites window. The Institution NCI Code:,
Group:, and the Membership Type: fields are
automatically filled in for the selected
institution name.

Click on the Main Member/CCOP Name:
down arrow to search for the name.

The List Of Values: Main Member/CCOP
Name, Audit Type, Audit Date window
appears.

Note: Typing in the member name, instead of
using the down arrow in this field, will not
allow for automatic update of audit type and
audit date.

Select the main member/CCOP name from the
list on the left.

OR

Iype, , Group

ZSearch criterion for Institution Marme:

ist Of Values: Institution Name, Institut... [9[=] 3

List Of Values: Institution Name,
Institution NCI Code, Membership

M Close

S Institution Membership (M=
Institution N
Sechiens NCI Code|Type Na
AFERON GENERAL OHO53 Affiliate L]
MEDICAT CENTER
ALASE A CIINIC AK 003 Ilain AT
Iletnber
LATBANY MEDICAT Y117 Dilain AT
CERFER MMember CE
|ATDI\1\TVT\N’E‘T\T(“J\T |1\TV110 |'hnf-2‘. 'F'
4| AV
7 : Audit Sites - Netscape _[Of x|
File Edit View Go Window Help
Query on Audit Sites Bl
Tnstitution Name: [sRIzZCMA CNCER CENTER =l
Institution NCI Code: W
[Membership Type: [erzitiae |
Main Memhber/CCOP Name: | =l
Group: [ewos |
[Audit Type: I
[Audit Category: =
Audit Date: MMDDVYYY) [~ 1| |
TRB Review Required: l—;,
Pharmacy Review Required: [ 5]
[Patient C'ase Review Required: l—;,
Site Audit Status: |
Find | Clear =
0| | _>I_|
=il [Document: Done | 4

v

7 List Of Values: Main Member/CCOP Na... [H[=]E3

List Of Values: Main Member/ CCOP |

Name, Audit Type, Audit Date,

Search criterion for Main Member/CCCP Name:

3 Find | Clase
Main Memher/CCOP ety Audit |Audit
ey, Member/CCOP o e
NCT Code &
ATASE & CLINIC AR 003 Routine |11/1%,
audit
ATASE A CTINIC AT 003 Eoutine | 11719,
audit
ATASE A CLINIC ATI003 Routine | 11/1%,
audit
[4K003

[ALASKA CLINIC
|

Routine 11f2_fJ|d

RN

v
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8. Type a known part of the name in the Search PRt ATl i (et -1alx])

File Edit iew Go Window Help

criterion for Main Member/CCOP Name: Query on Andit Sites =
field using the wildcard % for the unknown T T -
portion, select Find, and select the desired S S e
member name when it appears. Membership Type: [eeaiiece
Main Member/CCOF Name:  [uivo cLINTC-SCOTTSDALE =l
The List Of Values: Main Member/CCOP Group: [swos |
Name, Audit Type, Audit Date window is STl [Foucine audic
removed from the screen and the selected e R Prevertion ]
name is displayed in the Main Member/CCOP R = ORRRE D on ooy ool
Name: field of the Query on Audit Sites Sl b
window. The Audit Type: and the Audit Date: e i =
Patient Case Review Required: [vo; |
fields are automatically filled in for the Ss e 5
selected member name. E
3 Find]| Clear | 4
Note: If more than one audit is scheduled for Eil [bccument: Dore . 4
the member name you are selecting, ensure the ¢

dates match the audit you wish to query.

9. Click on the Audit Category: field down
arrow and select Treatment, Prevention,
Combined, or UCOP.

The selected audit category appears in the
Audit Category: field.

10. Click on the IRB Review Required: field
down arrow and select Yes or No.

The selected IRB review option appears in the
IRB Review Required: field.

11. Click on the Pharmacy Review Required:
field down arrow and select Yes or No.

The selected pharmacy review option appears
in the Pharmacy Review Required: field.

12. Click on the Patient Case Review Required:
field down arrow and select Yes or No.

The selected patient case review option
appears in the Patient Case Review Required:
field.

CTMB AIS CTMB Activities Scheduling Audits for Institution in Roster ¢ 10



13. Click on the Site Audit Status: field down ¥ ; Audit Sites - Netscape [ofx]
File Edit “iew Go Window Help
arrow and select Scheduled, Re-scheduled, or ey o S NS -
Ongoing.
Institution Name: IJLRIZONA CANCER CENTER =l
. . . Institution NCI Code: [Lz0z7
The selected site audit status appears in the : I
. . Membership Type: Ijtffiliste
Site Audit Status: field. Visin Momben/CCOP Fame: e come s oo sis 5
e e
14. Select Find at the bottom of the Query on Audit Type: [rmmrine muic
Audit Sites window to view the requested audit Audie Category: [Freverton T
information.. Audit Date: (MM/DDIYYYY) |[o2/507 1555] to |
IRE Review Required: m
The Audit Sites frame appears on the left side T e T,
of the window and the Audit Sites frame listing et et Sl
. . o, . Site Audit Status: od
information on the first audit in the left frame S ; |
appears on the right side of the window. [Find | ear o
0| 5
. . . = Documert: Done | 4
Note: If Find is selected prior to entering ¢
known information about the audit sites to be
. . . s . i Audit Sites - Netscape =1 |
queried, the entire list of audit sites will be I =F W & ok B
displayed. Audit Sites Audit Sites —
Institution Institution| Audit |Audit [Institution Name: ‘AR_IZONA CATY
Name [(NCI Code|Category Date nstitution NCT Code: [a7027
IARTZONA | AZ02T7 ||Prevention |04/30/1 Mezmbership Type: A ffliate
CANCER : ;
CENTER NSABP & SWOG only [Prevention
(Tr [Prevention/UCOP):
Boioidtied [Main Member/CCOP Name: [MAYO CLINIC
|Audit Type: [Routine audit
ReQuery \Audit Date: 0473071999
|Audit Duration (in days): 2 b
Guery | [Audit Location: [ARIZONA CADL
@ Return to Query Page [Audit City: [Flagstaft
|Audit State: A7,
\Audit Zip Code: 86666
Country: UsA
|Audit Category: [Prevention
IRB Review Required: Ves
* - ‘lr'h:lm:lrvpnwimnﬂnmlirnli- (e ;,d
= [Document: Done: 7
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15. At this point, the Site Auditors and Co-Site S Audit Sites -Netscape MEE
Auditors may be reviewed if required. You e En doe o B Bon

may also select to view or print the pudipSties e e
.. . ountry:
preliminary report using Acrobat Reader. nsteuion nstcon] Auiit W fauit Catogory [Prevention
[sR1ZONA| 42027 [Provention|] |OfF-Site: No =
16. Select the institution name for the audit sites b TEE Review Required: [es
you wish to review from the list on the left. FifRd TR Yes B
perrd e [Patient Case Review Required:  |[ves [5]
. . . . . . ReQuer Casite Visitor: Mone
The selected institution name is displayed in e e o
the right frame with detailed audit site e |
lnformatlon_ @ Retun to Ouery Page Save | Delete [ Clear
@ Site Auditors
: : @ Co-Site Auditors
17. Select Site Auditors from the bottom of the R g
: @ View/Print Preliminary Report =
right frame. % et B s
= | Document: Done A
The Site Auditors frame list appears on the left i
side of .thc? wmdow anq the Site Audztors. . RS R et e
frame listing information on the first auditor in Ele Edt View Go Window Help _
the left frame appears on the right side of the Audit Sites andls Slte .
window. e e S /

Name [NCI Code|Category || Row updated
[ARIZONA|[ 47027 |[Prevention])

s nstitution Name: ARIZONA C
CENTER P TER
Institution NCT Code: AZ0Z7
Record 1 of 1 Membership Type: Afiliate
INSARP & SWOG Prevention
ReQuery only(Treatment/Prevention/UCOP):
Main Member/CCOP Name: MAYO
Query CLINIC-SCO
[Audit Type: Routine audit
@ Returnto Query Page s g e
[Audit Date: 04130/1999
[Audit Duration (in days): 2
[Audit Location: ARTZONA Ci
CENTER
Audit City: Flagstaff o
| | g | K | 5
= | Document: Done i Y
7 Audit Sites - Netscape _ (O] x]
File Edit View Go Window Help
F, % OUN d 5] -
e [Audit Category: i T 2
Institution [Institution| Audit |Audit | Db Review Required: ey
Name |NCICode|Category [Date [Pharmacy Review Required: || Yes
ARTZQOMNA | AZ027 || Prevention|[04/30/1 | [Patient Case Review Tes
CANCER Reguired:
CENTER Cosite Visitor: None 5]
Record 1 of 1 e [
Site Audit Status: Scheduled

ReQuery
i Save | Clear

@ Site Auditors

@ Return to Query Page
@ (o-Site Auditors

@ View/Print Preliminary Report

All dats elements that are mandatary are iz
bold and that are aptional are in italic

4 |kl | o

=l [Document: Done | &

v
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18. Select Co-Site Auditors from the bottom of
the left frame.

The Co-Site Auditors frame list appears on the
left side of the window and the Co-Site
Auditors frame listing information on the first
auditor in the left frame appears on the right
side of the window.

Note: You may delete a selected Co-Site
auditor at this point.

37 Assign Group Auditors - Netscape

Eile Edit “iew Go Window Help
Site Auditors Site Auditors
David McLean \Auditor Name: David McLean
oah Karchmer \Auditor for:  [SWOG
Linda Phillips |Affkation: Capital Technology Information Services, Inc.
‘Emai!.' ‘dmclaan@cmsmc cotm

Eecords 1to 3of 3
@ Co-Site Auditors

@ Return to Audit
Sites

Al data elements thet ave mandatory are in bold and that are

eptional are in iralic

=il [Document: Dane

v

7 Cosite Visitors - Netscape

File Edit View Go Window

Help

Co-Site Auditors

Rick Mowery,

Record 1 of 1

ReCQuery

@ Assign Co-Site

Auditors
@ Site Auditors

@ Return to Audit
Sites

Al data elements that are mandatory are in bold and that are

Co-Site Auditors

[Auditor Name: [Rick Mowery)
\Auditor for: ||CTME

Delete

aptional ave in italic

= Document: Done

CTMB AIS CTMB Activities
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View Scheduled/Historic
Audit Site Information

You may view all scheduled and historic audit site
information through the CTMB AIS. This section
covers accessing and reviewing the scheduled and
historic information on audit sites. All fields on the
Query screen do not need to be completed to find
existing information. Complete any known information
to find the required information.

19. Select Audit Scheduling Information from
the CTMB Audit Information System
window.

The Audit Scheduling Information window
appears.

20. Select View Scheduled/Historic Audit Site
Information from the Audit Scheduling
Information window.

The Query on Audit Sites window appears.

21. Click on the Institution Name: down arrow to
search for the desired institution.

The List Of Values: Institution Name,
Institution NCI Code, Membership Type,
Group window appears.

Note: Typing in the institution name, instead
of using the down arrow in this field, will not
allow for automatic fill in of institution NCI
code, membership type, and group.

3 CTMB Activities - Netscape
File Edt View Go Window Help

@ CTEP Auditor Information
2 Acknowledge Reports

@ Final Report Information

@ Follow-up Information

9 Audit Scheduling Information

(8§08 CTMB Audit Information System

@ Coeperative Group Roster

@ Reports
e S
= [Documer rt: Done l 7
7 Netscape _[Of x|

Eile Edit View Go Window Help

@ Retwrn to Main Menu

<

Yiew/Update Scheduled Audits
@ View/Update Audit Site Information

@ View Scheduled/Historie Audit Site Information

il [Document: Dane

S

v

= : Audit Sites - Netscape ol x]
File Edit View Go Window Help
Query on Audit Sites = |

Institution Name: [ =

Institution NCT Code: |

Membership Type: |

Main Member/CCOP Name: “ =l

Group: |

‘Audit Type: |

‘Audit Category: j

Audit Date: (MM/DD/YYYY) | to |

IRE Review Required: l—;[

Pharmacy Review Required: l_;[

Patient Case Review Required: l_;[

Site Audit Status: |

= [Document: Dane

sl_l'_

v
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22.

23.

24.

25.

Select the institution name from the list on the
left.

OR

Type a part of the name in the Search
criterion for Institution Name: field using
the wildcard % for the unknown portion,
select Find, and select the desired institution
name when it appears.

The List Of Values: Institution Name,
Institution NCI Code, Membership Type,
Group window is removed from the screen
and the selected name is displayed in the
Institution Name: field of the Query on Audit
Sites window. The Institution NCI Code:,
Group:, and the Membership Type: fields are
automatically filled in for the selected
institution name.

Click on the Main Member/CCOP Name:
down arrow to search for the name.

The List Of Values: Main Member/CCOP
Name, Audit Type, Audit Date window
appears.

Note: Typing in the member name, instead of
using the down arrow in this field, will not
allow for automatic update of audit type and
audit date.

Select the main member/CCOP name from the
list on the left.

OR

7 List Of Values: Institution Name, Institut... [B[=] 1

List Of Values: Institution Name,
Institution NCI Code, Membership
Iype, , Group

ZSearch criterion for Institution Marme:

] M Close

S Institution [Membership M=
Institution N
St NCI Code | Type Na
AFERON GENERAL OHO53 Affiliate L]
WEDICAT CENTER
ALASE A CIINIC AK 003 Ilain AT
Idember
LATBANY MEDICAT Y117 Dilain AT
CEMNTER Idember CE
|ATDJ\1\TV\N’E‘T\T(“AT |1\TV110 |'hnf-2‘. 'F'
4| AV
7 : Audit Sites - Netscape _[Olx]
File Edit View Go Window Help
Query on Audit Sites Bl
Tnstitution Name: [sRIzZCMA CNCER CENTER =l
Institution NCI Code: W
[Membership Type: [erzitiae |
Main Memhber/CCOP Name: I =l
Group: [ewos |
[Audit Type: I
[Audit Category: =
Audit Date: MMDDVYYY) [~ 1| |
TRB Review Required: l—;,
Pharmacy Review Required: [ 5]
[Patient C'ase Review Required: l—;,
Site Audit Status: |
Find | Clear =
4 | _>|_I
=il [Document: Done | 4

v

7 List Of Values: Main Member/CCOP Na... [H[=]E3

List Of Values: Main Member/ CCOP |

Name, Audit Type, Audit Date,

Search criterion for Main Member/CCCP Name:

Ifs ml Close

; Main 3 ¢
%ﬂ[ﬂ:;MemberfCCDP Member/CCOP ;‘\ud:t %1;3:
NCI Code iy
ATLASK A CLINIC AK003 Routine||11/19,
andit
ALASK A CLINIC AR003 Routine||11/19.
audit
ATASEA CLINIC AF003 Routine|| 1119,
audit
[ALASKA CLINIC [4K003 Routin|[11/20,2]
al | oz

v
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26. Type a known part of the name in the Search PRt ATl i (et -1alx])

File Edit iew Go Window Help

criterion for Main Member/CCOP Name: Query on Andit Sites =
field using the wildcard % for the unknown T T -
portion, select Find, and select the desired S S e
member name when it appears. Membership Type: [eeaiiece
Main Member/CCOF Name:  [uivo cLINTC-SCOTTSDALE =l
The List Of Values: Main Member/CCOP Group: [swos |
Name, Audit Type, Audit Date window is STl [Foucine audic
removed from the screen and the selected e R Prevertion ]
name is displayed in the Main Member/CCOP R = ORRRE D on ooy ool
Name: field of the Query on Audit Sites Sl b
window. The Audit Type: and the Audit Date: e i =
Patient Case Review Required: [vo; |
fields are automatically filled in for the Ss e 5
selected member name. E
3 Find]| Clear | 4
Note: If more than one audit is scheduled for Eil [bccument: Dore . 4
the member name you are selecting, ensure the ¢

dates match the audit you wish to query.

27. Click on the Audit Category: ficld down
arrow and select Treatment, Prevention,
Combined, or UCOP.

The selected audit category appears in the
Audit Category: field.

28. Click on the IRB Review Required: field
down arrow and select Yes or No.

The selected IRB review option appears in the
IRB Review Required: field.

29. Click on the Pharmacy Review Required:
field down arrow and select Yes or No.

The selected pharmacy review option appears
in the Pharmacy Review Required: field.

30. Click on the Patient Case Review Required:
field down arrow and select Yes or No.

The selected patient case review option
appears in the Patient Case Review Required:
field.

CTMB AIS CTMB Activities Scheduling Audits for Institution in Roster ¢ 16



31. Click on the Site Audit Status: field down

7 : Audit Sites - Netscape _[o[x]
arrow and select Scheduled, Re-scheduled, or Fie Edit View Go Window Help
Ongoing Query on Audit Sites =l
Institution Name: IJLRIZONA CANCER CENTER =l
The selected site audit status appears in the MoFRr TR B
Site Audit Status: field. Mo e [actitiace
Main Member/CCOP Name: |mvo CLINIC-SCOTTSDALE |
. Group:
32. Select Find at the bottom of the Query on - deT s
. . . N . udit I'ype: [Routine audi
Audit Sites window to view the requested audit _ o =
i . Audit Category: [Frevention 5]
mrormation.. Audit Date: (MM/DD/YYYY) [o2/30/ 1925 o [
IRE Review Required: m
The Audit Sites frame appears on the left side e e g - |
of the window and the Audit Sites frame listing Patient Case Review Required: [vo 2]
information on the first audit in the left frame Site Audit Status:
appears on the right si f the window.
ppears on the right side of the windo i ,
J - o
Note: If Find is selected prior to entering o e ' =
known information about the audit sites to be ¢
queried, the entire list of audit sites will be i Audit Sites - Netscape [ [olx
dlsplayed Eile Edit Wiew Go Window Help
Audit Sites = Audit Sites B
You may select Auditors from the bottom of Institution |Institution]|  Audit Institution Name:  [MATMONIDES
. . 3 . . Name NCI Code | Category MEDICAT CENTER
the 'rlght frame at this p01.nt if you wish to e -
review or update the auditors assigned to the MEDICAL Membership Type: | Afflzce
site CENTER - Main Member/CCOP|ALBERT EINSTEIN
. BEI,\EIDIIS(?A_ALEL NY003 [Combined || |Name: COLT. OF MED
m \Audit Type: [Routine aucdit
BETH ISRAEL|| NY003 ||Combinede | |{Audit Date: LoAROEE
MEDICAT \Audit Duration (in 5
CENTER days):
ALBERT NY043 |[Combined \Audit Category: Combined
EINSTEIN OfF-Site: Yes
% IRB Review Yes —
s Required:
E}?NL]SSgITN NY043 | Combined Phimhaty R Tes
COLL. OF Hequigeds
WMED Patient Case Review |Tes
g ATRERT analz r‘.nmh;mjl;l \I:T-‘.]irigi-h.,. s &l
| [Dacument: Done Y
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Managing CTEP Auditors

All auditor names and particulars for auditor sites may be viewed through the CTMB AIS. Auditors may also be added
and deleted as required. The following sections take you through the processes involved in managing CTEP auditors.
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Add a CTEP Auditor

CTEP auditors may be added to the group of auditors
currently listed on the CTMB AIS. This section covers
adding a new auditor to the auditor list.

1. Select CTEP Auditor Information from the
CTMB Audit Information System window.

The CTEP Auditor Information window
appears.

2. Select Maintain CTEP Auditor List from the
CTEP Auditor Information window.

The CTEP Auditors frame appears on the left
side of the window listing the available
auditors, and the CTEP Auditors frame on the
right provides specific information on the first
auditor in the list.

3. Select New from the bottom of the right CTEP
Auditors frame.

The right frame provides a blank entry area for
the new auditor information.

3 CTMB Activities - Netscape _[of x]
File Edit View Go Window Help

(8§08 CTMB Audit Information System

9 Audit Scheduling Information
@ CTEP Auditor Information

@ Acknowledge Reporis

@ Final Report Information

@ Follow-up Information

Q¢ tive Group Roster

Reports

i

Bl

[Pocumert: Dane. 1

v

# CTEP Auditors - Netscape _ O] x|
File Edit Yiew Go Window Help

CTEP Auditor Information

@ Maintain CTEP Auditor List

@ View Assigned Auditors for Audit Sites

@ Return to Main Menu

< | _'l;I
4

= [Document: Done

v

3 Maintain CTEP Auditors : Maintain CTMS Auditors - Netscape

File Edit Yiew Go Window Help

CTEP Auditors - CTEP Auditors -
‘ Auditor Name |Aur]il:nr for, |Auditor |R],;k Mowery
Rick Mowery | CTMB Name:
Bill Tackson CTMB (Auditor [cTivE 2

for:
Title: I

Lumpy Rutherford|  Other

sssssssssssssssss | CTMB

test CTEP auditor | CTMB [ fiation:
‘test ctep auditor 2| CTMB \Brcid. |
Records 1to 6 of 6
i e = Save [ Delete | Clear | Mew
ReQuery =
All data elements that are mandatory are in bold

and that are aptienal are in italic

ey -
=il [Document: Done: |

S (I

v
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10.

Type auditor name in the Auditor Name:
field.

Type the organization the auditor is associated
with in the Auditor for: field.

Type auditor title in the Title: field.

Type auditor affiliation in the Affiliation:
field.

Type auditor email address in the Email: field.

Select Save from the bottom of the right
frame.

Success is indicated and the new auditor
information is displayed in the right frame.

Select ReQuery from the bottom of the left
CTEP Auditors frame to update the list to
include your new addition.

The left CTEP Auditors List frame displays
the new auditor information.

Note: You may need to use the Next option to
scroll through the list of auditors to view your
new addition.

3 Maintain CTEP Auditors : Maintain CTMS Auditors - Netscape

Eile Edit ¥iew Go Window Help

CTEP Auditors -

Auditor Name [Auditor for|

Eick Mowery CTMB
Eill Tackson CTME
Lurnpy Rutherford|  Other

sessesessssssssss | CTME

Add New Auditor Il

Erter values for new Maintain CTEP Auditors record

\Auditor
MName:

\Auditor | Other j
for:

|sack Doe

test CTEP auditor | CTMB Title: [suitor
test ctep andtor 2| CTME }A = “CTEP
Eecords 1to 6 of 6 ‘EW“GIL' “Jdne@c::isin::.::ﬂm
m‘ Save [ Clear
hew s oo e thot ane mpnduram ane in hold
=il [Document: Done | 4

Eile Edit Wiew Go Window Help

v

- Maintain CTEP Auditors : Maintain CTMS Auditors - Netscape

CTEP Auditors —

CTEP Auditors Il
Auditor Name ||Auditor for Success!
Rick Mowery CTMB Row inserted
Bil ackson | CTMB
Lumpy Rutherford | Other Eudion Iﬂack bo=
Name:
ssesessssessssess | CTMB Auditor m
test CTEP auditor| CTME for:
test ctep anditor 2| CTME Tite: Iﬂudlt.nr
Jack Ir Othy
—‘ 2 = | [ Affdazon: IcTEp
Records 1to 7 of 7 Ermail: IJduaEcL]_s]_nc_cDm =
Rell
B Save | Delete | Clear | MNew &l
=il [Document: Dane A
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Delete a CTEP Auditor

CTEP auditors may be deleted from the group of
auditors currently listed on the CTMB AIS. This
section covers deleting an auditor from the auditor list.

1. Select CTEP Auditor Information from the
CTMB Audit Information System window.

The CTEP Auditor Information window
appears.

2. Select Maintain CTEP Auditor List from the
CTEP Auditor Information window.

The CTEP Auditors frame appears on the left
side of the window listing the available
auditors, and the CTEP Auditors frame on the
right provides specific information on the first
auditor in the list.

3. Select the auditor you wish to delete from the
left frame.

The selected auditor information is displayed
in the right frame.

3 CTMB Activities - Netscape _[of x]
File Edit View Go Window Help

(8§08 CTMB Audit Information System

9 Audit Scheduling Information
@ CTEP Auditor Information

@ Acknowledge Reporis

@ Final Report Information

@ Follow-up Information

Q¢ tive Group Roster

Reports

i

Bl

[Pocumert: Dane. 1

v

# CTEP Auditors - Netscape _ O] x|
File Edit Yiew Go Window Help

CTEP Auditor Information

@ Maintain CTEP Auditor List

@ View Assigned Auditors for Audit Sites

@ Return to Main Menu

< | _'l;I
4

= [Document: Done

v

3 Maintain CTEP Auditors : Maintain CTMS Auditors - Netscape

File Edit Yiew Go Window Help

CTEP Auditors - CTEP Auditors -
‘ Auditor Name |Aur]il:nr for, |Auditor |R],;k Mowery
Rick Mowery | CTMB Name:
Bill Tackson CTMB (Auditor [cTivE 2

for:
Title: I

Lumpy Rutherford|  Other

sssssssssssssssss | CTMB

test CTEP auditor | CTMB [ fiation:
‘test ctep auditor 2| CTMB \Brcid. |
Records 1to 6 of 6
i e = Save [ Delete | Clear | Mew
ReQuery =
All data elements that are mandatory are in bold

and that are aptienal are in italic

ey -
=il [Document: Done: |

S (I

v
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4. Select Delete from the bottom of the right
frame to delete the displayed auditor from the b B0 ew Ep S B
auditor list. CTEP Auditors — CTEP Auditors —
Auditor Name |Auditor for Auditor IJack Doe
The Please confirm the delete dialog box Rick Mowery [ CTMB HELL
appears Bill Jackson CTMB fA“fi‘t“r Other =]
pp ! Lumpy Rutherford|  Other ;r‘; :
S8883885558555888 CTMB e |Aud1wr
Select OK to delete the selected auditor from test CTEP audior| CTME ditiation: [cTep
the llst. test ctep auditor 2| CTIEB Eraail: IJdua@ctlslnc.cum
Jack Doe Other
Note: You may select Cancel to stop the pesaeity bt | ot R
: Al data elements that are mandaiorn are in bold
deletion. ReGQuery & and that are aptioned are in italic =
= [ [Dacument: Done y

The CTEP Auditors frame indicates that the
deletion was successful.

Note: You may select ReQuery from the
bottom of the Cooperative Group Auditor List
frame on the left to view the updated auditor
list.
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View Assigned Auditors
for Audit Sites

You may view all auditors assigned at audit sites. This
section coves accessing and reviewing the available
information on specific auditors at audit sites. All
fields on the Query screen do not need to be completed
to find existing information. Complete any known
information to find the required information.

1. Select CTEP Auditor Information from the
CTMB Audit Information System window.

The CTEP Auditor Information window
appears.

2. Select View Assigned Auditors for Audit
Sites from the CTEP Auditor Information
window.

The Query on Assigned CoSite Auditors for
Sites window appears.

3. Click on the Institution Name: down arrow to
search for the desired institution.

The List Of Values: Institution Name window
appears.

3 CTMB Activities - Netscape _[of x]
File Edit View Go Window Help

CTMB Audit Information System

Audit 5 cheduling Information
CTEP Auditor Information
Acknowledge Reports

Final Report Information

Follow-up Information

Cooperative Group Roster

Reports

= [Documert: Dane |

v

# CTEP Auditors - Netscape _ O] x|
File Edit Yiew Go Window Help

Y

CTEP Auditor Information

@ Maintain CTEP Auditor List

@ View Assigned Auditors for Audit Sites

@ Return to Main Menu
< | _'l;I
v

= [Document: Done

v

File Edit View Go MWindow Help

=
Query on Assigned Co-Site Auditors for Sites
Institution Name: | =1
Group: | =l
[Auditor Name: [ =l
Find | Clear

@ Return to CTEP Auditor Information Menu =
o | _>l_I
= [Documert: Done v

v
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Select the institution name from the
Institution Name list on the left that
corresponds to the institution you are
searching for.

OR

Type a known part of the name in the Search
criterion for Institution Name: field using
the wildcard % for the unknown portion,
select Find, and select the desired member
name when it appears.

The List Of Values: Institution Name window
is removed from the screen and the selected
name is displayed in the Institution Name:
field of the Query on Assigned Co-Site
Auditors for Sites window.

Click on the Group: down arrow to search for
the desired auditor.

The List Of Values: Group window appears.

Select the group from the Group list on the
left.

OR

Type a known part of the group name in the
Search criterion for Group: field using the
wildcard % for the unknown portion, select
Find, and select the desired group when it
appears.

The List Of Values: Group window is
removed from the screen and the selected
name is displayed in the Group: field of the
Query on Assigned Co-Site Auditors for Sites
window.

7 List Of Values: Institution Name, - Netsc... [Bl[=

List Of Values: Institution Name,

Search criterion for Institution MName:

|% ml Close |

Institution Institution |Audit |Audit Audit
MName NI Code||Type |Category |[Date
ATASKA AKO003  ||[Routine| Prevention |11/11/1%%
CLINIC audit

BAPTIST MED |[AT0O28 Routine [(TCOP 12/04/15%
CTR audit

BEEA CA275 E.outine |Treatment ([11/20/19%
COWMUNITYT audit

HOSFITAT

fm slbrosn

Iirm AT [ roc
4

1m0
|
A

v

File Edit View Go Window Help

i View All Assigned Auditors for Audit Sites : View all Assigned Auditor... [Bl=l 1

@ Return to CTEP Auditor Information Menu

Query on Assigned Co-Site Auditors for Sites

Institution Name: [y 572 cLINIC =

Group: | =

Auditor Name: [ =
Find | Clear

[Document: Done L

v

# List Of Values: Group - Netscape

List Of Values: Group

Search criterion for Group:

= -
13

0]

(o)

o

{2

|

ml Close |

Group

2

%\

=}
£
%)
G

b | fExd (e [
Oo‘o[&j
e Sl
OQ (=)

]
o]
(]

I‘
[E
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8. Click on the Auditor Name: down arrow to 3 View All Assigned Auditors for Audit Sites : View all Assigned Auditor... [S[=I [ ||
R . File Edit Wiew Go Window Help
search for the desired auditor. =
OQuery on Assigned Co-Site Auditors for Sites
The List Of Values: Auditor Name, Id window Institution Name: [3issma_cr.mre =
appears. Group: [ecoc =1
\Auditor Name: | =
9. Select the auditor name from the Auditor ] clm
Name list on the left.
@ Return to CTEP Auditor Information Menu <
0| | _>l_|
OR =l [Bocument Done i P
Type a known part of the auditor name in the ist Of Values: Auditor Name, Id - Netsc... |9 [] B

Search criterion for Auditor Name: ficld
using the wildcard % for the unknown portion,
select Find, and select the desired auditor
name when it appears.

List Of Values: Auditor Name, 1d

Search criterion for Auditor MName:

|% ml Close |

The List Of Values: Auditor Name, ID

window is removed from the screen and the Auditor Name 2800 ris || Afliation|[Email
selected name is displayed in the Auditor T fc'];MB N TR
Name: field of the Query on Assigned Co-Site TR Nl : e
AMditOl’SfOl" Sites window. |Jack_ Doe |Other |Auditor |CTEP |J'doe@cttsi.nc
Lumpy Cither
Rutherford

[Bick Mowery  [CTME
|sssssssssssssssss |CTI\«[B |sf |fsdfds |sfd

test CTEP ‘CTMB

auditor
| | .z

v

Eile Edit Wiew Go Window Help

Query on Assigned Co-Site Auditors for Sites

Group: Jecos | =1

Institution Name: [11 15k cLINIC =l J

Auditor Name: |[rack poe =

ml Clear

@ Return to CTEP Auditor Information Menu
£l |

= [Document: Done

sl_l'_

v
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10. Select Find at the bottom of the Query on ViAIAssineAditosfor Audit Sites : View all Assigned Auditor... [5[=] 3
. . . . . File Edit “iew Go Window Help
Assigned Co-Site Auditors for Sites window =
to VieW the requested information. Assigned C'Is'l:tl:;&udltnrs for Assigned CTEP Auditors for Sites
‘Instimtinn Name: ‘Conay Island Hospital
. . . Instituti Instituti Audit e )
The Assigned CTEP Auditors for Sites Name . |[NCI Cade] Catogary o s
.. . . = T ype: outine au
frame listing all assigned auditors appears on e i T e Ty e
oEpil o=
the left of the window and the Assigned iin | onoad el || [AuditDate: 111811598
CTEP Auditors for Sites frame listing e IR e P S e
specifics on the first auditor in the left frame WHITE | IN0S0 | Treatment || [Group: ECOG
. COUNTY [Auditor Name: [Ruck Mowery
appears on the right. MEMOHL e —
. . . . CENTURY CA39% || Treatment 3
Note: If Find is selected prior to entering crry T T e R
. . . HOSPITAL _l_l g ST
known information about the assigned .| | . =l
il [Documert: Done v

auditors, the entire list of auditors will be
displayed. You may choose an institution
name from the left frame to view the assigned
auditors for that institution.
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Acknowledging Reports

Preliminary and Final reports must be acknowledged. Through this system, you may acknowledge Preliminary and Final
Reports and review the acknowledgement of both.
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Acknowledge Preliminary
Reports

Preliminary reports must acknowledged upon
submission of the report. This section covers
acknowledging Preliminary reports.

1.

Select Acknowledge Reports from the
CTMB Audit Information System window.

The Acknowledge Reports window appears.

Select Acknowledge Preliminary Reports
from the Acknowledge Reports window.

The Query on Preliminary Reports window is
displayed.

Click on the Institution Name: down arrow to
search for the desired institution.

The List Of Values: Institution Name,
Institution NCI Code, Audit Type, Audit
Category, Audit Date, Main Member/CCOP
Name, Group, Audit City, Audit State window
appears.

Note: Typing in the institution name, instead
of using the down arrow in this field, will not
allow for automatic fill in of all fields on the
form.

3 CTMB Activities - Netscape _[of x]
File Edit View Go Window Help

(8§08 CTMB Audit Information System

9 Audit Scheduling Information
@ CTEP Auditor Information
@ Acknowledge Reporis

@ Final Report Information

@ Follow-up Information

@ Coeperative Group Roster

9@ Reports

[Pocumer it Done. 1

Y

v

7 Acknowledge Reports - Netscape _ o] x]
File Edit “iew Go Window Help

Acknowledge Reports

@ Acknowledge Preliminary Reports
@ Acknowledge Final Reports
@ Review Acknowledged Preliminary Reports

@ Review Acknowledged Final Reports

@ Retwrn to Main Menun

[=F Document: Done |

File Edit Yiew Go Window Help

Query on Preliminary Reports =l
[nstitution Mame: I =
[nstitution NCT Code: I
[Audit Type: I
[Audit Category: I
[Audit DateMM/DDAYYY): [ =
|Main Memher/CCOP Name: |
|Grnup: |l—
|Aud.it City: I
|Audit State: ||_
]él\ Documet: Done | : . v

v
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4.

Select the institution name from the list on the
left.

OR

Type a known part of the name in the Search
criterion for Institution Name: field using
the wildcard % for the unknown portion,
select Find, and select the desired institution
name when it appears.

The List Of Values: Institution Name,
Institution NCI Code, Audit Type, Audit
Category, Audit Date, Main Member/CCOP
Name, Group, Audit City, Audit State window
is removed from the screen and the selected
name is displayed in the Institution Name:
field of the Query on Preliminary Reports
frame. All fields are automatically filled in on
this window.

Select Find at the bottom of the Query on
Preliminary Reports window to view the
requested information.

The Preliminary Reports frame listing all
Preliminary reports appears on the left of the
window and the Preliminary Reports frame
listing specifics on the report in the left frame
appears on the right.

Note: If Find is selected prior to entering
known information about the report, the entire
list of reports will be displayed. You may
choose an institution name from the left frame
to view the Preliminary reports for that
institution.

# List Of Values: Institution Name, , Institu... [l =]

List Of Values: Institution Nane, ,
Institution NCI Code, Audit Type,
Audit Category, Audit
Date(MM/DD/YYYY), Main
Member/CCOP Name, Group, Audit
City, Audit State

Search criterion for Institution Name

I% ml Close |

Institution [Audit |Aundit

T None NCI Code [Type |Category

[ALASKA CLINIC
«| |

‘AKDDB |Routine ‘Preventi_oid
2z

v

Eile Edit Mew Go MWindow Help

Query on Preliminary Reports =l
|Institutiun Name: [z warwe cam T =l
|Institutinn NCI Code: [[e32=2
|Aud.it Type: | Routine audit
IAudit Category: ITrEBCmEnt

[Audit Date(MMDDAYYY): 1171171557 | go |

Main Member/CCOP Name: [o1T7 oF HOPE MEDTCAL CENTER

Group: ISUOG
|Audit City: |
|Audit State: l_
Find | Clear =
A | _l_I
= 4

= [ |Document: Done +

- Acknowledge Preliminary Reports : Acknowledge Preliminary Reports - Netscape [Hl[=] F3

Eile Edit View Go Window Help

Preliminary Reports - Preliminary Reports
Institution |Institution| Au || [nsticuti MATMONIDES MEDICAL CENTER
Name  [NCICode |Cate| || MName:
AnONTDES|| NY076 [Comt || [Institution NCT [77075
MEDICAL Code:
CENTER || [Audit Type:  [Routine andit
ALBERT || NYO43 |\Comt || [Audit Date:  |[12/1%/1958
EINSTEIN = -
COLL OF j}ln‘ht Duration || 5
“MED (in days):
ALEEET | 57043 |Comt || [Audit Category: [Combined
EINSTEIN RB Review  [Tes
COLL OF Regquired:
MED [Pharmacy Tos
ALBERT | NY043 [Comt || Review
EINSTEIN of| Required: -
il 1 a1 ol
=5l [Document: Dane 4

v
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i i
7. Type any comments in the? Review et Al
Comments: field on the right. _— A =
relinirevieport \Audit State:
. e = = Audit Zip Code:
8. Select Save from the bottom of the right Name  NCICode Cate || Grow: ECOG
frame' MAMDEV%OIE\]A'I.'IiEs NY076 | Comt ;r::nnl:nary [12/18/ 1998
CENTER Received Date:
ALBERT NY043 |Comt || Preliminary [cTuEaTs
.. . . L. ENTSTEDN Report
Success is indicated 1n.the Preliminary ELBSTER e
Reports frame on the right. MED Review
ATLBERT NY043 |Comk Comments:
EINSTEIN [Expand
COLL. OF (o t:
MED
ALBERT NY043 |Comk Save | Clear -
EINSTEIN . -
: al =
| |Documert. Done V.
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Acknowledge Final
Reports

Final reports must acknowledged upon submission of
the report. This section covers acknowledging Final
reports.

1. Select Acknowledge Reports from the
CTMB Audit Information System window.

The Acknowledge Reports window appears.

2. Select Acknowledge Final Reports from the
Acknowledge Reports window.

The Query on Final Reports Acknowledgement

Status window is displayed.

3. Click on the Institution Name: down arrow to

search for the desired institution.

The List Of Values: Institution Name,
Institution NCI Code, Audit Type, Audit
Category, Audit Date, Main Member/CCOP
Name, Group, Audit State, Audit City, Audit
Zip Code window appears.

Note: Typing in the institution name, instead
of using the down arrow in this field, will not
allow for automatic fill in of all fields on the
form.

3 CTMB Activities - Netscape _[of x]
File Edt View Go Window Help

CTMB Audit Information System

Audit 5 cheduling Information
CTEP Auditor Information
Acknowledge Reports

Final Report Information

Follow-up Information

Cooperative Group Roster

Reports

= [Documert: Dane | 7

v

7 Acknowledge Reports - Netscape _ o] x]
File Edit “iew Go Window Help

Acknowledge Reports

@ Acknowledge Preliminary Reports
@ Acknowledge Final Reports
@ Review Acknowledged Preliminary Reports

@ Review Acknowledged Final Reports

@ Retwrn to Main Menun

4| |

sl_l'_

[=F Document: Done |
7 Acknowledge Final Reports : Acknowle Final Repotts - Netscape H=1F
File Edit View Go Window Help
Query on Final Reports Acknowledgement u
[Tnstitution Nare: T =
[Institution NCT Code: ,—
\Audit Type: |
Audit Category: I
|Audit Date: (MMDDAYYY) | o]
Main Member/CCOP Name: |
Group: 1
\Audit City: |
\Audit State: [
Audit Zip Code: I =
Submitted By: H
\Acknowledgement Status: j
o
ﬁ‘l\ [Documert: Done 4

v
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4.  Select the institution name from the list on the ¥ List Of Values: Institution Name, Institut... [B[=] F3

left. List Of Vadues: Institution Name,
OR Institution NCI Code, , Audit Type,
Audit Category, Audit Date, Muain
5. Type a known part of the name in the Search Member/CCOP Name, Group, Audit
criterion for Institution Name: field using State, Audit City, Audit Zip Code

the wildcard % for the unknown portion,

. . . . . Search criterion for Institution Mame:
select Find, and select the desired institution

name when it appears. [+ Find | Clase
The List Of Values: Institution Name, P Tnstitation||Audit |Audit | Audit
Institution NCI Code, Audit Type, Audit MName NCI Code||Type |[Category |Date
Category, Audit D ate, Main Me,'”b er / CCOP ALASKA [AK003 |[Routine Pravention|[11/11/15¢
Name, Group, Audit State, Audit City, Audit CLINIC audit
Zip Code window is removed from the screen [BAPTISTMED [AL028  [Reaudit UCOP  [11/18/19¢,
and the selected name is displayed in the il | _IJ/
Institution Name: field of the Query on Final *
Repor[s Acknowledgement S[atus frame' All i Acknowledge Final Reports : Acknowledge Final Reports - Netscape =1o] x||
. File Edit Mew Go Window Hel
fields except the last two are automatically Q“m,po.. T & ST HioviC S0 Hl
ﬁlled n on thls WIndOW Institution Name: [sLasra cLvic =1
Institution NCI Code: [iroos |
6. Click on the Submitted By: down arrow and [Suic Type: [Forer e muie
select Other, CTMB, CTMS, or Group. [Audit Category: [rreventicn

|Audit Date: (MM/DD/YYYY) |11/11/1997 WI

Main Member/CCOF Name: |[i1aska cLINIC

The selected organization is displayed in the

Submitted By: field. z..,:cfy :ﬁ
|Audit State: m
7. Click on the Acknowledgement Status: down {Audit Zip Cod: [poes i
arrow select one of the acknowledgement EERE cmve
options. iR b L
The selected acknowledgement status is - Fe— —'_,I
displayed in the Acknowledgement Status:
field. i
- Acknowledge Final Reports : Acknowledge Final Reports - Netscape =1k

Eile Edit View Go Window Help

8. Select Find at the bottom of the Query on

. . Acknowledge Final Reports Acknowledge Final Reports =
Final Reports Acknowledgement window to
. . A Institution |Instituti Audit  |Aundit Institution Name: [ALASEA CLINIC
view the requested information. Name | NCI Catts] Category [Dutes | e ricror oo
ALASEA | AKO003  (Prevention (11/117] |Code:
. CLINIC Audit Type: [Routine audit
The Acknowledge Final Reports frame B [odi Caagniy: 1 [Provenion
listing all Final reports appears on the left of — e
the window and the Acknowledge Final (e CORE
.. . . Query e
Reports frame listing specifics on the report in Group: 5W0S W
@ Group Final Reports Audit City: Seattle

the left frame appears on the right.

@ ¢y Site Final Reports i tare: L
GRS EL e o \Audit Zip Code:  [S0857
. . . . @ Return to Query Page TRB Review Yes
Note: If Find is selected prior to entering Required:
known information about the report, the entire el
list of reports will isplayed. You ma Patient Case _[[Ves :
st of reports v .bedsp yed. You may : ] R il
choose an institution name from the left frame | B i i
to view the Preliminary reports for that ¢

institution.
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9. Type any comments in the CTMB’s
Comments for Groups/CTMS: field on the

right.

10. Type any comments in the CTMB Internal
Comments: field on the right.

11. Select Save from the bottom of the right

frame.

Success is indicated in the Preliminary
Reports frame on the right.

Note: You may choose to review Group
Final Reports or Co-Site Final Reports at
this time by selecting one of these options

from the left frame.

7 Acknowledge Final Reports : Acknowledge Final Reports - Netscape H=1F
File Edit Yiew Go Window Help
Acknowledge Final Reports Required: E|
[Pharmacy Review |Ves
[Institution [Instituti Audit [Audit || Required:
Name |NCT Code|Category Date [Patient Case Yes
ALASEA [ AR003 [Prevention [11/11/|| [Review Required:
CLINIC Submitted By: Group
Acknovded, Received but not 1
Record 1 of 1 Status:
CTMB'S (ABCDE
_Reduery | Comments for
Croups/CTMS:
Query \Expand
Corrtments
@ Group Final Reports CTMB Internal | [xpcoE
Comments:
@ o Site Final Reports o)
—Lr
@ Retumn to Query Page
Save | | Clear
AH data elements that are mandeatory are in bold and that
are aptional ave in ialic =
Al | o |1 | rl
=5l [Document: Dane | 4
7 Acknowledge Final Reports : Acknowledge Final Reports - Netscape _[of %]
File Edit View Go Window Help
Acknowledge Final Reports Acknowledge Final Reports -
[Institution Institution| Audit [Audit || Smccess!
Name |NCI Code | Category [Date | Row updated
ALASKS | AKO03 |Prevention|11111/
CLINIC Institution Name: |ALASKA CLINIC
Institution NCT ~ [AK 003
Record 1 of 1 Code:
Audit Type: [E.outine audit
ReCluery
Audit Category:  [Frevention
ey Audit Date: 111111997 =
Main IALASK A CLINIC
@ Group Final Reports Member/CCOP
Name:
@ Co-Site Final Reports o SWOG
e D Audit City: Seaitle
Audit State: WA
Audit Zip Code: (30837
IRB Review Yes
Required: -
O | B | ¥ | _l_l
=3l |Decument: Done 4
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Review Acknowledged
Preliminary Reports

Acknowledged Preliminary reports may be reviewed.
This section covers reviewing acknowledged
Preliminary reports.

1.

Select Acknowledge Reports from the
CTMB Audit Information System window.

The Acknowledge Reports window appears.

Select Review Acknowledged Preliminary
Reports from the Acknowledge Reports
window.

The Query Information on Preliminary
Reports window is displayed.

Click on the Institution Name: down arrow to
search for the desired institution.

The List Of Values: Institution Name, Audit
Type, Audit Date, Main Member/CCOP Name,
Group, Audit City, Audit State, Institution NCI
Code, Audit Category window appears.

Note: Typing in the institution name, instead
of using the down arrow in this field, will not
allow for automatic fill in of all fields on the
form.

3 CTMB Activities - Netscape _[of x]
File Edit View Go Window Help

(8§08 CTMB Audit Information System

9 Audit Scheduling Information
@ CTEP Auditor Information
@ Acknowledge Reporis

@ Final Report Information

@ Follow-up Information

@ Coeperative Group Roster

9@ Reports

[Pocumer it Done. 1

v

7 Acknowledge Reports - Netscape _ o] x]
File Edit “iew Go Window Help

Y

Acknowledge Reports

@ Acknowledge Preliminary Reports
@ Acknowledge Final Reports
@ Review Acknowledged Preliminary Reports

@ Review Acknowledged Final Reports

@ Retwrn to Main Menun

[=F Document: Done |

File Edit View Go Mindaw Help ‘
El
Query Information on Preliminary Reports

Institution Name: T =

Institution NCI Code: ,—

Audit Type: T

Audit DateIM/DD/YYYY): | al

Audit Category: T

Main Member/CCOP Name: |

Group: 1

Audit City: T

Audit State: [
Ll | _|’I
=2l [Documert: Done | 4
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4.

Select the institution name from the list on the
left.

OR

Type a known part of the name in the Search
criterion for Institution Name: field using
the wildcard % for the unknown portion,
select Find, and select the desired institution
name when it appears.

The List Of Values: Institution Name, Audit
Type, Audit Date, Main Member/CCOP Name,
Group, Audit City, Audit State, Institution NCI
Code, Audit Category window is removed
from the screen and the selected name is
displayed in the Institution Name: field of the
Query Information on Preliminary Reports
frame. All fields are automatically filled in on
this window.

Select Find at the bottom of the Query
Information on Preliminary Reports
window to view the requested information.

The Preliminary Reports frame listing all
Preliminary reports appears on the left of the
window and the Preliminary Reports frame
listing specifics on the report in the left frame
appears on the right.

Note: If Find is selected prior to entering
known information about the report, the entire
list of reports will be displayed. You may
choose an institution name from the left frame
to view the Preliminary reports for that
institution.

Note: You may modify and save any
comments in the right frame at this time.

7 List Of Values: Institution Name, , Audit ... [B[=]

List Of Values: Institution Name, ,
Audit Type, Audit
Date(MM/DD/YYYY), Main
Member/CCOP Name, Group, Audit
City, Audit State, Institution NCI
Code, Audit Category

Zearch criterion for Institution Mame:

5 M Close |

Institution |Audit ||Audit An

St on Name MNCI Code [Type |Category D

4

[ARRON GEMERAL [OHO52  |[Routine [UCOP |3_|
| | o

v

- Acknowledge Preliminary Reports : Acknowledge Preliminary Reports - Netscape [Hl[=] F3
File Edit Yiew Go Window Help
|
Query Information on Preliminary Reports
Institution Name: [NoRTHEAST AL REG MEDICAL CTR =l
[nstitution NCT Code: [aosz |
\Audit Type: IRaaud)\:
Audit Date(MM/DD/YVYY): [11/16/1598 | tq [
|Audit Category: [cop
Main Member/CCOP Name: |[NORTHEAST AL REG MEDICAL CTR
Group: [Foos |
\Audit City: |
Audit State: [
Find | Clear
o _'l_l
=3l [Documert: Done 1 Y

i
Eile Edit View Go Window Help

Acknowledge Preliminary Reports : Acknowledge Preliminary Reports - Netscape[=[=] 7 |

Preliminary Reports Preliminary Reports

Tnstitution |Tnstitution| Audit |Au|| [Tnstitution
Name  [NCICode| Category [Da| [Name:

NORTHEAST AL REG MEDICAL CTR.

MORTHEAST| 41032 | UCCP |11/ [Institution NCT 41032
AL REG Code:

MEDICAL Audit Type: | Reaudit
CTR

‘Audit Date: 11/16/1998

Audit Duration || 5
(in days):

Record 1 of 1

ReQuery Audit Category: [UCCP

IRB Review Tes

Query Required:
Pharmacy Yes

@ Return to Query Page Review
Required:
Patient Case Tes
i | i .

[Document: Done
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Review Acknowledged
Final Reports

Acknowledged Final reports may be reviewed. This
section provides the details for reviewing
acknowledged Final reports.

1. Select Acknowledge Reports from the
CTMB Audit Information System window.

The Acknowledge Reports window appears.

2. Select Review Acknowledged Final Reports
from the Acknowledge Reports window.

The Query on Acknowledged Final Reports
window is displayed.

3. Click on the Institution Name: down arrow to
search for the desired institution.

The List Of Values: Institution Name,
Institution NCI Code, Audit Type, Audit
Category, Audit Date, Main Member/CCOP
Name, Group, Audit State, Audit Zip Code,
Audit City window appears.

Note: Typing in the institution name, instead
of using the down arrow in this field, will not
allow for automatic fill in of all fields on the
form.

3 CTMB Activities - Netscape _[of x]
File Edt View Go Window Help

(8§08 CTMB Audit Information System

9 Audit Scheduling Information
@ CTEP Auditor Information
@ Acknowledge Reporis

@ Final Report Information

@ Follow-up Information

@ Coeperative Group Roster

9@ Reports

[Pocumer it Done. 1

Y

v

7 Acknowledge Reports - Netscape _ o] x]
File Edit “iew Go Window Help

Acknowledge Reports

@ Acknowledge Preliminary Reports
@ Acknowledge Final Reports
@ Review Acknowledged Preliminary Reports

@ Review Acknowledged Final Reports

@ Retwrn to Main Menun

4| |

sl_l'_

[=F Document: Done |
- Acknowledge Final Reports : Acknowledge Final Reports - Netscape _ o] x]
Eile Edit View Go Window Help
Query on Acknowledged Final Reports E
Institution Name: I =]
Institution NCT Code:
Audit Type:

Audit Category:
Audit Date: (MNM/DD/YYYY)

to]

Main Member/CCOP Name:

|

|

I

|
Group: |
Audit City:
Audit State: [
Audit Zip Code: [

‘Acknowledgement Status: d

Subitted By: |
Find| Clear

= Documert: Done

v
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4.  Select the institution name from the list on the 7 List Of Values: Institution Name, Institut...

left. List Of Values: Institution Name, |

Institution NCI Code, , Audit Type,

OR
Audit Category, Audit Date, Muain
5. Type a known part of the name in the Search Member C_COI_D Name, Gr s ‘fludit
criterion for Institution Name: field using State, Audit Zip Code, Audit City

the wildcard % for the unknown portion,

. . . . . Search criterion for Tnstitution Wame:
select Find, and select the desired institution

name when it appears. [ Find | Close |
The List Of Values: Institution Name, P Institation | Audit laadie  |lAudit
Institution NCI Code, Audit Type, Audit Name NCI Code |Type ||[Category [Date
Category, Audit Dafe, Main Mgmbgr/CCOP AERON OH053  |[Routing[JCOP  ||11/11/19¢
Name, Group, Audit State, Audit Zip Code, GENERAL audit
Audit City window is removed from the MELL-AL :
screen and the selected name is displayed in < | .z
the Institution Name: field of the Query on ¢
Acknowledged Final Reports frame. All fields
. . 7 Acknowledge Final Reports : Acknowledge Final Reports - Netscape =1
except the last two are automatically filled in Flo Edi View Go Window tp
on thlS WlIldOW Query on Acknowledged Final Reports u
Institution Name: [ka1sER FounpATION HOSPITAL ~
6. Click on the Submitted By: down arrow and R eI ca031
select Other, CTMB, CTMS, or Group. SO [pouioe oot
\Audit Category: |Trea:ment
. . . . . \Audit Date: (MM/DD/YYYY)! |11/1z/1gga tul
The selected organization is displayed in the Main Meraher/CCOP Nat: [cxrs o7 moer meercar comre
Submitted By: field. Group: =
\Audit City: [BELLFLOVER
7. Click on the Acknowledgement Status: down e o :_
o ip Code: 00708 =
arrow select one of the acknowledgement = ot 41 T T
options. Submitted By; [Em=E
. _Find] Clear
The selected acknowledgement status is o .
displayed in the Acknowledgement Status: o e | “
field. ¢
7 Acknowledge Final Reports : Acknowledge Final Reports - Netscape H=1F
. File Edit Yiew Go Window Help
8. Select Find at the bottom of the Query on TR TR T =
. . owledged Fin: eports owledge Fin: eports
Acknowledged Final Reports window to
. . . Instituti ituti Audit || Institution Name: KAISER FOUNDATION HOSPITAL
view the requested information. Noms | NC e Carogory | e ror—orees
KAISER CA031 || Treatment Code:
. % Audit Type: [Routine audit
The Acknowledge Final Reports frame = (ot Categary: | | Trostancnt
s ol : Feritnen [Audit Date: 111211938
hstmg all Final reports appears on th.e left of o= AT Ra Tl
the window and the Acknowledge Final | (e CORE
Reports frame listing specifics on the report in ey | Crou: SWos .
the left frame appears on the right. O G Tl Bt P
@ Co-Site Final Reports \Audit Zip Code:  [S0706
. . . . RB Review Tes
Note: If Find is selected prior to entering @ Retum o Query Page Required:
known information about the report, the entire el
list of reports will isplayed. You ma ot :
st of reports v .bedsp yed. You may : ] E R =
choose an institution name from the left frame & Ioscrert Gre %
to view the Preliminary reports for that
institution.

Note: You may modify and save any
comments in the right frame at this time.
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Submitting Final Reports

Final reports for all audits must be submitted through the CTMB AIS. Through this system, you may submit CTEP
Final Reports, and review group and co-site final reports that have already been submitted.
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View Submitted Group
Final Reports

You may review Group Final Reports that have been

submitted. This section covers reviewing these reports.

All fields on the Query screen do not need to be
completed to find existing information. Complete any
known information to find the required information.

1. Select Final Report Information from the
CTMB Audit Information System window.

The Final Report Information window
appears.

2. Select View Submitted Group Final Reports

from the Final Report Information window.

The Query on Final Report Information
window appears.

3. Click on the Institution Name: down arrow to

search for the desired institution.

The List Of Values: Institution Name,
Institution NCI Code, Audit City, Audit
State/Province, Audit Zip/Postal Code, City,
State/Province, Audit Type, Audit Category,
Audit Start Date window appears.

Note: Typing in the institution name, instead
of using the down arrow in this field, will not
allow for automatic fill in of all fields on the
form.

4. Select the institution name from the list on the
left.

OR

3 CTMB Activities - Netscape _[of x]
File Edt View Go Window Help

(8§08 CTMB Audit Information System

9 Audit Scheduling Information
@ CTEP Auditor Information
@ Acknowledge Reporis

@ Final Report Information

@ Follow-up Information

@ Coeperative Group Roster

9@ Reports

7 Final Reports - Netscape _ O] x]
File Edit “iew Go Window Help

@ View Submitted Group Final Reports

@ View Submitted Co-Site Reports

@ Prepare CTEP Final Reports

@ Return to Main Menu
i

Eeturn to Main Meny
Sxratemn related cnestinnafeamments emal NOT ("T"F‘]I) HelnTiesk _ld
5
4

<l

= [Document: Done

v

Eile Edit “iew Go Window Help

El
Cuery on Final Report Information
Institution Name: || =
Institute NCI Code:
Audit City: |

Audit State/Province: |—

Audit Zip/Postal Code:

City: |
State/Province: ,_
Audit Type: |
Audit Category: ,— —
Audit Date: | to I
Group: ”— =l
ol | _>|j
(= [Document: Done 4

v
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5. Type a known part of the name in the Search ¥ List Of Values: Institution Name, , Institu... [5[=I [E1

criterion for Institution Name: field using List Of Vaiues: Institution Name
= 2}

the wildcard % for the unknown portion, ; B P
select Find, and select the desired institution Institute NCI Code, Audit City, Audit

name when it appears. State/Province, Audit Zip/Postal

Code, City, State/Province, Audit
The List Of Values: Institution Name, Type, Audit Category, Audit Start
Institution NCI Code, Audit City, Audit Date

State/Province, Audit Zip/Postal Code, City,
State/Province, Audit Type, Audit Category,

Search criterion for Institution MName:

Audit Start Date window is removed from the F Find| Close |

screen and the selected name is displayed in

the Institution Name: field of the Query on Institute

Final Report Information window. All fields Modgrmi e HEls S0ty E

are automatically filled in for the selected Code ;

S ATASEA CITNIC  [AK003 |[Fairbanks AR

institution name, except for the Group field. r .
4 | of

6. Click on the Group: field down arrow and ¢
select the appropriate group.

3% View Submitted Group Final Reports : View Submitted Final Repo... M=l 1

Eile Edit “iew Go Window Help

The selected Group name appears in the et ke ed e El
Group: field.

Institution IName: |IKEHANEE HOSP =
7. Select Find from the bottom of the Query on KA | B
Final Report Information window. e frocrvenie

Audit State/Province: |E

Audit Zip/Postal Code: Izgssn

The Final Reports listing is displayed in the

left frame for the available final reports and ke frevance

specific information on the first report in the Ll gy A

list is displayed in the Final Reports right it frossine audit

frame ' Audit Category: W b
Audit Date: [11/20/ 1998 ¢q |

Note: At this time you may scroll to the S =

bottom of the right frame and select to review Find] clear

Audit Staff, IRB and Informed Consent 4 I ol

Component, IRB and Informed Consent il Lo z

Assessment, Pharmacy Review and i

Assessment, Patient Case Component,

Patient Case Assessment, or Submission Fils Edt View Go Window Help
Information on the specific final report. You E 5

Final Reports Il Final Reports Il
may also choose to View/Print Final Report,
c : Tnsti || [stitution Name: [METRO-MINNESOTA
which is performed using Acrobat Reader. i3
p g g é‘“ [nstitute NCT Code: 17043
2 \Audit City: sault 5t marie
METRO-MOMMNESOTA [ 1T :
|Audit State: T
BAPTIST MED CTE. || ALC
—_ \Audit Zip Code: 54407
CITY OF HOPE || CAl :
S TR [city: [MITEAPOLIS
OTTAWACTVIC | 11 || [State: ]
HOSP. [Zip code: [s4407
DUKE UNIV MEDCL NGt || [Audit Type: [Reandit
CIR. |Aud.it Category: |Prevenmon
ME% - FL® | [Audic Start Date: 12/02/1998
MELICAL CEIIER [Main Member©COP  [METRO MINNESCOTA
KEWANEEHOS? [ L1 | [ame:
BAYLOR COLLEGE | THC | [Group: NSAED
OF MEDICTNE
== = IRB Review Required: [MNo
CEDARS-SWAT [Car | o e =
MDCL CTR. - BI'[E’IB[:Y BVIEW =]
4 5 [Required: L=l
=l [Document: Dene 4
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View Submitted Co-Site
Reports

You may review Co-Site Reports that have been
submitted. This section covers reviewing these reports.
All fields on the Query screen do not need to be
completed to find existing information. Complete any
known information to find the required information.

1. Select Final Report Information from the
CTMB Audit Information System window.

The Final Report Information window
appears.

2. Select View Submitted Co-Site Reports from
the Final Report Information window.

The Query on Final Report Information
window appears.

3. Click on the Institution Name: down arrow to
search for the desired institution.

The List Of Values: Institution Name,
Institution NCI Code, Audit Type, Audit
Category, Audit Date, Audit City, Audit
State/Province, Audit Zip/Postal Code, Main
Member/CCOP Name window appears.

Note: Typing in the institution name, instead
of using the down arrow in this field, will not
allow for automatic fill in of all fields on the
form.

4. Select the institution name from the list on the
left.

OR

3 CTMB Activities - Netscape
File Edt View Go Window Help

@ CTEP Auditor Information
2 Acknowledge Reports

@ Final Report Information

@ Follow-up Information

9 Audit Scheduling Information

(8§08 CTMB Audit Information System

@ Coeperative Group Roster

9@ Reports

7 Final Reports - Netscape _ O] x]
File Edit “iew Go Window Help

@ View Submitted Group Final Reports

@ View Submitted Co-Site Reports

@ Prepare CTEP Final Reports

@ Return to Main Menu
i

Eeturn to Main Meny
Sxratemn related cnestinnafeamments emal NOT ("T"F‘]I) HelnTiesk _ld
5
4

<l

= [Document: Done

v

7 : View Submitted CTEP Final Reports - Netscape

File Edit Yiew Go Window Help

(uery on Final Report Information =
[Institution Name: | =l
Institution NCT Code: |
\Audit Type: |
\Audit Category: l—
|Aud.it Date: |l— wl
|Aud.it City: I
|Audit State/Province: l_
\Audit Zip/Postal Code: I
Main Member/CCOP Name: |
Group: | =l P
Submitted hy: d

‘
=il [Document: Dons i
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Type a known part of the name in the Search
criterion for Institution Name: field using
the wildcard % for the unknown portion,
select Find, and select the desired institution
name when it appears.

The List Of Values: Institution Name,
Institution NCI Code, Audit Type, Audit
Category, Audit Date, Audit City, Audit
State/Province, Audit Zip/Postal Code, Main
Member/CCOP Name window is removed
from the screen and the selected name is
displayed in the Institution Name: field of the
Query on Final Report Information window.
All fields are automatically filled in for the
selected institution name, except for the
Group: and Submitted By: fields.

Click on the Group: field down arrow and
select the appropriate group.

The selected Group name appears in the
Group: field.

Click on the Submitted By: field down arrow
and select the appropriate option.

The selected option appears in the Submitted
By: field.

Select Find from the bottom of the Query on
Final Report Information window.

The Final Reports listing is displayed in the
left frame for the available final reports and
specific information on the first report in the
list is displayed in the Final Reports right
frame.

Note: At this time you may scroll to the
bottom of the right frame and select to review
Co-Site Auditor Information, IRB and
Informed Consent Component, Pharmacy
Component, Patient Case Component, Exit
Interview Section, General Comments
Section, or Final Report Submission
Information on the specific final report. You
may also choose to View/Print Final Report,
which is performed using Acrobat Reader.

3

37 List Of Values: Institution Name, Institut... [B[=] E3

List Of Vaiues: Institution Name,
Institution NCI Code, Audit Type,
Audit Category, Audit Date, Audit
City, Audit State/Province, Audit
Zip/Postal Code, Muain
Member’CCOP Name

Search cnterion for Institution Mame:

|°< ml Close |

Institution Institution |[Audit ||Audit Audit

Name NI Code|Type ||[Category |Date

ATASE A AK 003  |[Routine [Prevention |[11/11/1987

CLINIC audit =
] | dp

: View Submitted CTEP Final Reports - Netscape

File Edit Wiew Go Window Help

Query on Final Report Information

Tnstitution Name: [aLaska cLmzc =l

Institution NCI Code: |ak003

\Audit Type: ‘lm

\Audit Category: W

|Audit Date: [11/11/1997| ¢q |

[Audit City: ISESEEIE

\Audit State/Province: IE

\Audit Zip/Postal Code: ‘W

(Main Memher/CCOP Name: |ugsxg CLINIC

Group: | =l

Submitted by: j
< | _>l_I
=l |[Documert: Done | 7

3t7 View Submitted CTEP Final Reports - Netscape

v

Eile Edit Yiew Go Window Help

I

Final Reports Final Reports —
Institution Institution| Aud|| |Institation Name: ALASEA CLINIC
Name |NCICode|Categ | [fnstitution NCT Code: AR003
ALASKA | ARO03 |Preven | |y die Type: Routine audit
CLINIC E
Audit Category: Prevention
L Audit Date: 117111987
Audit City: Seattle
ReQuery Audit State/Province: WA
|Audit Zip/Postal Code: [a0897 |
Guey | [Main MemberfCCOP Name:  |ALASKA CLINIC
@ Return to Query ‘Grnup: ‘SWOG
Page [Submitted by: [cTvE
[Report Due Date: [12/09/1997
‘Pri.m:ipal Investigator: ‘o k.
Number of Protocols reviewed: |2
Number of Cases Audited: 2
g ] -

|Document: Dane
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Prepare Group Final
Reports

Group final reports must be prepared and submitted at
the completion of an audit. This section covers
preparation and submission of the final report for an
audit.

1. Select Final Report Information from the
CTMB Audit Information System window.

The Final Report Information window
appears.

2. Select Prepare CTEP Final Reports from the

Final Report Information window.

A Final Reports frame listing available final
reports is displayed in the left frame and a
right Final Reports frame shows specifics on
the first final report in the left frame listing.

3. Select New from the bottom of either frame.

The Enter a New Final Report form is
displayed in the right frame.

3 CTMB Activities - Netscape _[of x]
File Edt View Go Window Help

(8§08 CTMB Audit Information System

Audit 5 cheduling Information
CTEP Auditor Information
Acknowledge Reports

Final Report Information

Follow-up Information

Cooperative Group Roster

Reports

= [Documert: Dane | 7

7 Final Reports - Netscape _ O] x]
File Edit “iew Go Window Help

@ View Submitted Group Final Reports
@ View Submitted Co-Site Reports
@ Prepare CTEP Final Reports

@ Return to Main Menu

Eeturn to Main Meny
Sxratemn related cnestinnafeamments emal NOT ("T"F‘]I) HelnTiesk _ld
5
4

<l

=] [Document: Done

v

3 Prepare CTEP Final Reports : CTEP Final Report - Netscape

File Edit View Go Window Help

Final Reports Final Reports =
[Tnstitution Tnstitution| Audit [Audit | [Institution LOYOLA UNTV MDCL CANCER CTR
Name |[NCI Code |Category Date || |Name:
LOYOLA| 017 |[Prevention [11/17/1¢| [Tnstitution NCT [T017
NIV Code:
DCE Audit Type:  |[Routine audit
CANCER :
TR Audit Category: |[Prevention
Audit Date:  |[11/17/1998
Record 1 of 1 Main LOYOLA UNIV MDCL CANCER CTR.
Member/CCOP
_Reguery | Name:
Group: SWOG |
ew Submitted By: |[CTMB
Report D 1241571998
@ Retum to Final Report o
Information Menu =
Principal [Ravasn
Investigator:
Number of e
Protocols
Reviewed:
Number of E |
Cases Audited:
‘ S I >|‘|
& [pocumert: Done i

v
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4 Clle on the Institution Name: dOWIl arrow to 3 Prepare CTEP Final Reports : CTEP Final Report - Netscape M[=1F

File Edit Miew Go Window Help

search for the desired institution. Final Reports Enter a New Final Report
ation]] Aadit Enter values for new CTEP Final Report record
. . . Name |INCI Code |Categor,
The List Of Values: Institution Name, r e Tl | =
Institution NCI Code window appears. upcL Erera e e I
CANCER| [Number of Protocols l—
TR Reviewed:
. . . . . . Number of Cases Audited: [
Note: Typing in the institution name, instead N
of using the down arrow in this field, will not = e e
. . . . . u— All data elements that are mandatory are in bold and that are eptional are in italic
allow for automatic fill in of institution NCI . 4 :
code. e SR
5. Select the institution name from the list on the = — ' =
left. ¢

OR List Of Values: Institution Name, , ||
6. Type a known part of the name in the Search Institution NCI Code
criterion for Institution Name: field using
the wildcard % for the unknown portion,
select Find, and select the desired institution 3 Find| Close |
name when it appears.

Search criterion for Institution MName:

Institution Institution | Membership [Audit |[Audit
The List Of Values: Institution Name, Name NCICode Type Type |Catega
Institution NCI Code window is removed from EREA CATTS Affliate Routine| Treatmd
the screen and the selected name is displayed COMMUNITY audit
in the Institution Name: field of the Enter a S 2
New Final Report frame. The Institution NCI gﬁ,i IY [URY . |CA%99 jAfiate if;fm Caty
Code field is automatically filled in for the HOSPITAL
selected institution name. |Coneg Toland |NYO?8 ‘A_Eﬁliate |Routme |Combir. -
S : ; _DI
7. Type the name of the principal investigator in
the Principal Investigator: field.
 Prepare CTEP Final Reports : CTEP Final Report - Netscape ol x]
File Edt View Go Window Help
8. Type the number of protocols reviewed in the Final Reports Enter a New Final Report

Number OfPVOtOCOIS Reviewed.‘ ﬁeld TR e Eater values for new CTEP Final Report record

- Name [NCI Code |Categor|

TOYOLA| T017 | Preventio|| [Mstitution Name: [orea commumrry mosprTaL =

.. . TV, T e e [recr vo=

Note: This is a numeric entry field. Folds T TR e
CTIR. Reviewed:
Sk Number of Cases Audited: 53] |

9. Type the number of cases that were audited in
the Number of Cases Audited. field.

ReQuery Save | Clear

e All dase clemersis thas are mandatory @ i bold and dat are optional are in italic

@ Retumn to Final

Note: This is a numeric entry field. Bl T
é“\ I -
herri v
10. Select Save from the bottom of the right
frame.

Success is indicated and the Final Report
frame on the right appears with the newly
saved final report data.

Note: You may select Requery from the left
screen to update the listing.
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11. Select CTEP Auditor Information from the
bottom of the right frame.

The Assigned Auditors frame appears in the

left of the window listing any auditors that are

scheduled to attend the audit as well as any
cosite auditors. The right frame provides
specific information on the first auditor listed
in the left frame.

12. Select New from the bottom of either frame.

A blank Assign a new Auditor for the Site
frame appears on the right.

13. Click on the Auditor Name: field down
arrow.

A List of Values: Auditor Name window
appears.

37 Prepare CTEP Final Reports : CTEP Final Report - Netscape _[ofx]
Fie Edit View Go Window Help

Final Reports Final Reports -
itution| Audit || Success!
Name |[NCT Code||Categor: | Row inserted
LOYOLA| 017 [Prevenio
UNIV. itution Name: [BREA COMMUNITY HOSPITAL
MDCL = =
ST [Institution NCT Code: caz7s
CTR [Audit Type: [Routine audit |
[Audit Category: Treatment
Record 1 of 1 [Audit Date: 11/20/1998
[Audit City: frockvile
ReQuery :
[Audit State: )
- [Audit Zip Code: 20855
[Main Member/CCOP Name: |CITY GF HOPE MEDICAL CENTER
@ Retum to Final Group: SWoG
iReport W, Submitted By: cne
[Report Due Date: 12/18/1998
KN — ml = z
Bl [bocumert: bone I 7
3% Prepare CTEP Final Reports - Netscape _[of x|
File Edi View Go Window Help
Assigned Auditors 1 View Assigned Auditors for the Site

test ctep auditor 2 |Auditor Name: test ctep anditor 2
|Auditor for: CTMB
Record 1of 1

ReQuery —IDEIEtE M

Al data elements thai are mandatory are in bold and that

MNow are aptional are in italic

@ IRB and Informed Consent
Component

@ Pharmacy Component

@ Patient Case Component

@ Exit Interview Section

=] |[Document: Dane 4

v

37 Prepare CTEP Final Reports - Netscape _ o] x|
File Edit ¥iew Go Window Help

Assigned Auditors i Assign a new Auditor for the Site
(test ctep auditor 2 Enter walues for new record
Record 1of 1 ‘Auditor Name: “ =

_ReGuary | Save | Clear

ey

@ IRB and Informed Consent
Component

@ Pharmacy Component
@ Patient Case Component

@ Exit Interview Section

=il [Documert: Done 74
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14. Select the auditor name from the list on the

15.

16.

17.

left.
OR

Type a known part of the name in the Search
criterion for Auditor Name: field using the
wildcard % for the unknown portion, select
Find, and select the desired auditor name
when it appears.

The List Of Values: Auditor Name window is
removed from the screen and the selected
name is displayed in the Auditor Name: field
of the Assign a new Auditor for the Site frame.

Select Save from the bottom of the Assign a
new Auditor for the Site frame.

Success is indicated in the Assign a new
Auditor for the Site frame on the right.

Note: Select ReQuery from the left frame to
update the information appearing in the left
frame.

Note: Continue with this process until all
audit staff has been entered.

Select IRB and Informed Consent
Component from the bottom of the left frame.

The IRB Component Review left frame appears
listing the reviews and the right frame
provides specifics on the first IRB review
listed in the left frame.

# List Of Values: Auditor Name - Netscape

List Of Values: Auditor Name

Search criterion for Auditor Iame:

Ifs M Close |

Auditor Name | Title ;:‘;d““‘” Affiliation|Eraail
Eill Jackson CTHE |CTME |CTEPR biacksoni@a
Auditer

|Iack Dae |Auditor |Other |CTEP |Idoe@ctismc

Lumpy Cther

Eutherford

[Rick Mowery [cTnE ||

|sssssssssssssssss|sf |CTM_'B |fsdfds |sfd

test CTEP ‘CTMZB

auditor 2
| | a7

7 Prepare CTEP Final Reports - Netscape _ (O] x|

Eile Edit Wiew Go Window Help

@ IRB and Informed Consent
Compenent

@ Pharmacy Component

@ Patient Case Component

@ Exit Interview Section

Assigned Auditors =

Assign a new Auditor for the Site

Enter values for new record

ltest ctep auditor 2

Record 1ef 1

ReQuery

New

Auditor Name: [5acie voe =

Save [ Clear

=il

[Document: Done v

3% Prepare CTEP Final Reports - Netscape
Eile Edit View Go Window Help

v

@ IRB and Informed Consent
Component

@ Pharmacy Component

@ Patient Case Component

Assigned Auditors B View Assigned Auditors for the Site
Tack Doe Success!
test ctep anditor 2 Row inserted
Records 1to 2 of 2 Auditor Name: [Jack Doe
Auditor for: Other
_Reduany | Title: [Buditor
o Affiliation:  ||CTEP
Bmail: Tdoe@ctisine. com
Delete | New

All data elements that are mandatory are i bold and that
we aptional are in italic

il

|[Document: Dane
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18.

19.

20.

21.

22.

23.

24.

25.

26.

Select New from the bottom of either frame.

A blank Complete IRB Component
Information frame appears on the right.

Click Yes or No for the Were each of the

selected protocols available at the site : field.

Type any general comments about the
deficiencies found in the Comments: field.

Click Yes or No for the Was the most up-to-
date version of the protocol available: field.

Type any general comments about the
deficiencies found in the Comments: field.

Click Yes or No for the Were the protocols
reviewed for initial IRB approval: field.

Type any general comments about the
deficiencies found in the Comments: field.

Click Yes or No for the Were annual re-
approvals reviewed by IRB: field.

Type any general comments about the
deficiencies found in the Comments: field.

Click Yes or No for the Were all
amendments approved and reviewed by the
IRB: field.

Type any general comments about the
deficiencies found in the Comments: field.

Click On-Site or Off-site for the Did the
auditors review IRB documentation at the
site or off-site: field.

Type any general comments about the
deficiencies found in the Comments: field.

3% Prepare CTEP Final Reports : Complete IRB Component - Netsca...[B[=] F3

File Edit Wiew Go Window Help

IRB Component Review

No Records returned

ReGuery

Tew

9 Pharmacy Component

@ Patient Case
Component

@ CTEP Auditor —
Information

@ Exit Interview Section

@ (General Comments [

= [Dacument: Done

3% Prepare CTEP Final Reports : Complete IRE Component - Netscape o]
File Edt View Go Window Help

IRB Component Review Complete IRB Component Information -
Mo Records retamed Enter values for new Complete IRB Component record
Reuery Were eachof | © Yes
the selected | O No
New [protocols
available at the -
site:
Comments: =
@ Pharmacy Component B
@ Patient Case Component Was themost [ @ Yes
[up-to-date O No
@ CTEP Auditor Information version of the
iprotocel
@ Exit Interview Seetion available:
Conments: B
@ General Comments Section ’ E
)]
@ Submit Final Report Were the © Yes
iprotocols O Mo
@ Retumn to Prepare CTEP Final Reports EOe
linitial IRB
approval:
Comments: =
(| =
& [Bocument Bane i Z
#Prepare CTEP Final Reports : Complete IRE Component - Netscape ol x]
Fils Edit View Go Window Help
IRB Component Review lprotocols © e E
reviewed for
Mo Records retumed initial IRB
approval
ReQuery Comments: ’ |
Mewr L
Were all annual [® Yes
re-approvals | O No
reviewed by
@ Pharmacy Component IRES
Comments: =
@ Patient C'ase Component B
@ CTEP Auditor Information Were all @ Yes
amendments (O No
@ Exit Interview Section Srtoadent
approved by the
@ General Comments Section IRB:
(Comments: =
@ Submit Final Report
]
@ Retum to Prepare CTEP Final Reports [Did the auditors |® On-site
review IRB © Offsite
documentation
at the site or
off-site:
=l
il [Documert: Dane 7

v
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27.

28.

29.

30.

31.

32.

33.

34.

Click Yes or No for the Did the auditors
follow CTMB guidelines: field.

Type any general comments about the
informed consent in the Comments: field.

Click Yes or No for the Did the auditors
conduct an adequate review (IRB
component): field.

Type any general comments about the
informed consent in the Comments: field.

Click Yes or No for the Were locally used
informed consents reviewed: ficld.

Type any general comments about the
informed consent in the Comments: field.

Click On-site or Off-site for No for the Were
local informed consent content document
documents reviewed on-site or off-site: field.

Type any general comments about the
informed consent in the Comments: field.

Click Yes or No for the Did the auditors
conduct an adequate review (informed
consent): field.

Type any general comments about the
informed consent in the Comments: field.

Click on the IRB and informed consent
content assessment: field down arrow and
select Acceptable, Acceptable needs follow-
up, or Unacceptable.

The selected option is displayed.

Select Save from the bottom of the right
frame.

Success is indicated in the right frame and
specifics are supplied about the specified

review.

Select Pharmacy Component from the left
frame.

The Pharmacy Review frames appear.

3 Prepare CTEP Final Reports : Complete IRB Component - Netscape _[ofx]
File Edit View Go Window Help
: =
IRB Component Review O No
o Records remmed S ’ =
ReQuery L]
Did the auditors [ Yes
New. conduct an © No
adequate review
component):
@ Pharmacy Component Comments: ’ =
@ Patient Case Component 4
Werelocally |[@ Yes
@ CIEP Auditor Information lused informed | C o
consents
@ Exit Interview Section reviewed:
Comments: -]
@ General Comments Section ’ B
I
@ Submit Final Report [Were local ® Onsite
informed © Offsite B
@ Return to Prepare CTEP Final Reports ety s
documents
reviewed on-site
jor off-site:
Comments: I H =
& [Documert Dane 7
3#{ Prepare CTEP Final Reports : Complete IRB Component - Netscape o]
File Edit View Go Window Help
IRB Component Review Werglnral © Onssite o
informed © Offsite
Mo Records retumed consent content
documents
ReGuery reviewed on-site
or offsite:
New Comments: ’ =
=
Did the auditors | @ Yes
(o}
e Pharmacy Component Fonduten; ‘ o
adequate review
Xy (infc d
@ Patient Case Component ntorie
consent):
@ CTEP Auditor Information Bt ’ =l
I |
@ Exit Interview Section
IRB and [Acceptable =l
@ General Comments Section e
consent content
@ Submit Final Report assessment:
@ Retum to Prepare CTEP Final Reports Save | Clear

Al data elements that are mandatory are in bold and that are aptional

are in italic

= [Dosumert: bone

3% Prepare CTEP Final Reports : Complete IRE Component - Netscape o]
File Edt View Go Window Help
IRB Component Review View IRB Component Information -
o Records refurmed et
Rowinserted
ReQuery
[Insticution [BREA COMMUNITY HOSPITAL N
Mew ame:
[Insticution NCT _[CA275
Code:
R SFAN e e [Audit Type: [Routine aucit
3 [Audit Category: [Treatment
Eatient Case Component AuditDate: |11/20/1998
@ CTEP Auditor Information [Main CITY OF HOPE MEDICAL CENTER
T e Member/CCOP
@ Exit Interview Section RN
Group: sWoG
@ General Comments Section A o
@ Submit Final Report mmined
Were cachof |© Tes
@ Retum to Prepare CTEP Final Reports the selected OflNo
iprotocols
available at the
site:
Comments: [ =]
2

Fil [Dosument: Dane

v
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35. Select New from the bottom of the left frame.

A blank Complete Pharmacy Component
Information frame appears on the right with
any defaulted values filled in.

36. Click Yes or No for all fields on this form.

Note: Comments must be included for all
answers indicating a deficiency.

37. Select Save from the bottom of Complete
Pharmacy Component Information frame
on the right.

Success is indicated.

38. Select Patient Case Component from the left
frame.

The Patient Case Component Review frames
appear.

37 Prepare CTEP Final Reports : Complete Pharmacy Component - Netscape O] x]
File Edt View Go Window Help

No Records returned

ReQuery

ey

@ IRE and Informed Consent
Component

@ Patient Case Component
@ CTEP Auditor Information

@ Exit Interview Section

@ General Comments Section

Submit Final Report

@ Return to Prevare CTEP Fin:

Pharmacy Component Review -

al =

=l |Decumert: Dane

File Edit View Go Window Help

Pharmacy Component -
Review

o Records retumed

ReQusry

New

@ IRE and Informed
Consent Component

View Pk C it Tnf it -

Success!
Row inserted

Institution [BREA COMMUNITY HOSPITAL =
Name:

Institution NCT (C4375
Code:

Audit Type: [Routine andit

Audit Category: [Treatment
AuditDate:  [11/20/19%8

@ Patient Case Main [CITY OF HOPE MEDICAL CENTER
Comporent Member/CCOP
Name:
@ CTEP Auditor | |croup: SWOG
Il ing Pharmacy Ve
i ired:
@ Exit Interview Section e AR |
Were IND's or | & Yes
@ General Comments NCIsupplied | C No _'_I
Section 3| e T
= [Document: Done:

v

CTMB AIS CTMB Activities

Perform Follow-up Activitiese 49



39 Select New from the bottom Of either frame 3% Prepare CTEP Final Reports : Complete Patient Case Component - Netscape _ (Ol x]

File Edit View Go Window Help

Patient Case Component

A blank Patient Case Component Review Review
frame appears on the right with defaulted Mo Recerds seturned
values filled in. Reu

New

40. Click Yes or No for all fields on this form.

@ TRB and Informed Consent

Note: Comments must be included for all byl
answers indicating a deficiency. 7 L s
@ CTEP Auditor Information
41. Select Save from the bottom of the right @ LatDntervien Section
frame @ General Comments Section
Qo Submit Final Report
Success is indicated. il [onnen oore ¢ 4
42. Select Exit Interview Section from the left
frame. File Edit Yiew Go Window Help _
Patient Case Component - Were any major || C Tes 4
Review data quality @ No
: s roblems
The Exit Interview frames appear. Ak R
e e Comments: ’
New IDid the auditers | & Yes
conduct an © No
Comments: ;
@ IRB and Informed Consent ’
Component
[Review of patient| [acceptable needs follow-up x|
@ Pharmacy Component case records
assessment:

@ CTEP Auditor Information
=t Cl
@ Exit Interview Section I

=\| AH daia elements thai are mandaiory are in bold and that

@ General Comments Section
e e are optional are in itadic

@ Submit Final Report 2 -
=3 |Decumert: Done 4

v

3 Prepare CTEP Final Reports : Complete Patient Case Component - Netscape _ (Ol x]

File Edit Miew Go Window Help

Patient Case Component = View Patient Case Component Information
Review
Success!
Mo Records returned T tverted
ReQuery b o
[Institution Name: |BREA COMMUNITY HOSPITAL
New [Institation NCT |CA275
Code:
|Audit Type: Eoutine audit
- |Audit Category: |Treatment
= w [Audit Date: 1112011993
omponent
(Main CITY OF HOPE MEDIC AL CENTER
@ Pharmacy Component Memb COP
Name:
@ CTEP Auditor Information Group: SWOG
P ; ; [Patient case Yee
Exit Interview Section Ireview required:
@ General Comments Section || [Were informed | ® Tes
T S W consent O No
@ Submit Final Report documents _'_|
J1 ) ki) | >
=3 |Decumert: Done . 4

v
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43. Click Yes or No for all fields on this form.

Note: Comments must be included for all
answers indicating a deficiency.
44. Select Save from the bottom of the right
frame.

Success is indicated.

45. Select General Comments Section from the
left frame.

The General Comments frames appear.
46. Click Yes or No for all fields on this form.

Note: Comments must be included for all
answers indicating a deficiency.

47. Select Save from the bottom of the right
frame.

Success is indicated.

7 Prepare CTEP Final Reports : Complete Exit Interview Section - Netscape o] x]
File Edit view Go Window Help

View Exit Interview Comments for a Final
Report

Exit Interview

Institution | Institution| Audit

Name INCI Code | Category Institution Name: BREA COMMUNITY HOSPITAL
BREA CA275 || Treatment Institution NCT ~ [CAZ7S
COMMUNITY Code:
HOSPITAL [Audi Type: [Routine audt
e Audit Category: [Treatment
\Audit Date: 11/20/1998
(Main CITY OF HOPE MEDICAL CENTER
Member/CCOP
@ General Comments Section [Name: |
i Group: SWOG
@ Submit Final Report
(Was the exit @ Yes
@ Return to Prepare CTEP Final fnterview © Mo
Rabase ;tltended by the
@ (o Site Auditors Were the @ Yes
preliminary audit | C No
@ IRB and Informed Consent findings stated
Content Comnanent | d disenssed: : =
. il 5
[ [Documert: Done 4
37 Prepare CTEP Final Reports : Complete Exit Interview Section - Netscape O] x]

Eile Edit View Go Window Help

Exit Interview View Exit Interview Comments for a Final

Report
Institution [Institution| Audit
Name NCI Code | Category || Szccess!
BREA CA275 ||Treatment || Rowupdated
COMMUNITY
HOSPITAL [nstitution Name: [BREA COMMUNITY HOSPITAL
nstittion NCI  [C4275
Record 1 of 1 Code:
|Audit Type: [Routine audit
|Audit Category: |[Treatment =
@ General Comments Section [Audit Date: 11/20/1598
P Y [Main CITY OF HOPE MEDICAL CENTER
Submit Final Report
Submit Final Report Member/CCOP
@ Return to Prepare CTEPFinal ||| [2me:
Reports || [eroup: SWOG
[Was the exit @ Yes
@ Co-Site Auditors Dty o O No
attended hy the
@ IRB and Informed Consent P
Ciantent Clomnnnent hd | = =
=l [Dacument: Done N 4

37 Prepare CTEP Final Reports : Complete General Comments Section - Netscape [H[=] [E3

Eile Edit View Go MWindow Help

General Comments View General Comments for Final Report

Tnstitution  Tnstitution | Audit [nstitution Name: [EREA COMMUNITY HOSPITAL
Name  [NCICode |Category || mustivation NCI |CAZ75
BREA CA275 | Treatment Code:
COMMUNITY [Audit Type: Routine aud
HOSPITAL -
[Audit Category: |Treatment
Record 1 of 1 [Audit Date: 117201998
[Main. CTTY OF HOPE MEDICAT, CENTER
Mermber/C:COP
ame:
@ Submit Final Report e SWOG
@ [RE and Informed Consent pAgsi i :: o
Content Component conducted No
gt according te 1
@ o current CTMB
@ Patient Case Component Overall comments
land
@ Exit Interview Section recormendations:
- (anrux(i | Al

=l [Document: Done . 4

v
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48. Select Submit Final Report from the left

File Edit View Go Window Help
frame.
General Comments = View General Comments for Final Report =
The Final Report frames appear with e e
al fxe 1 ) i e Catogorrf| Revs motati
appropriate information already filled in on the BREA | CAZ75 |Treamens
. COMMUNITY nstitution Name: [BREA COMMUNITY HOSPITAL
I‘lght frame. EOSPIEHT, [nstitation NCI | CAZ75
Code:
Record 1 of 1
. . . . [Audit Type: Routine audit
49. Enter optional information as required. [Bulit Casogory: | Troammert
° |Audit Date: 1172011998
Submit Final Repart Main CITY OF HOPE MEDICAL CENTER
Note: You may select Expand Comments to @ TRE and Tnformed Consent N
Content Componen = a
have a larger data entry area to type your = ; B swoe
@ Pharmacy Component [Was the audit ® Yes
comments. ] feomtucesn om
@ Patient Case Component according to
current CTMB
. . . @ Fxis erview Section idelines:
50. Select Yes in the Submit Final Report: field S ke R : .
to submit the report now. =] [oocunei ore ¢ 4
5 1 . SeleCt SaVe from the bOttOm Of the rlght 7 Prepare CTEP Final Reports : Submit Final Report - Netscape O] x]
frame, File Edit View Go Window Help
Final Reports 21 |Audit Category: ||Treatment =
oL |Audit Date: 1172001598
Success is indicated. Institution |[Tnstitution| Audit [Main CITY OF HOPE MEDICAL CENTER
Name (NCI Code | Category (Member/CCOP
BEEA CA275 |[Treatment | [Mame:
52. Select Return to Prepare CTEP Final Sl f{n“‘;m St
Reports from the left frame. Date
Record 1 of 1 Prepared By: ||
. . [Propared On: ||
MMIDDITTYY)
The Final Reports frames are displayed. S sdr .
3 L. @ Exit Interview Section Mppraved On: [
Note: You may continue submitting final e s e
. A e TR S TILIT TS Submit Final ¥ B
reports at this time. I R Report: r
Content CumEunEnt
Save | Clear |
53. Select View/Print Final Reports from the P ey, Dot ) st s s ot e st s o
. g D a5 [ 5
bottom of the right frame. | Emns X 7
Note: Select this option only to view the final ¢
. . . g TP CTEP Final Reports : Submit Final Report - Net:
report itself. This option utilizes Acrobat T —
Reader to display the report on screen. You T B A o H
may print the report using Acrobat. e |8 y
Name [NCI Code | Category, Row updated
BREA CA275 |[Treatment
COMMUNITY Institution [BREA COMMUNITY HOSPITAL
HOSPITAL e
Institution NCI [CA275
Record 1 of 1 Code:

[Audit Type:  [Routine audit
\Audit Category: |Treatment
@ General Comments Section Audit Date: 11/20/1998

P e [Main CITY OF HOPE MEDICAL CENTER |
Exit Interview Section Member/CCOP
@ Co-Site Auditors i uite;
Group: SWOG
@ TRB and Informed Consent || [Report Due 12/18/1998
Content Component Date
@ Pharmacy Component frmareap qliane Do
- FPTE e WY | PUry——p—— x
. 4.[“ i .rl
=l [Document: Done 4

CTMB AIS CTMB Activities Perform Follow-up Activitiese 52



Perform Follow-up Activities

Follow-up activities are performed after the completion of an audit and the submission of the audit final report. All
follow-up information may be reviewed and updated. The following section takes you through the process of
viewing/updating follow-up information.
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Add a New Follow-up Item

You may add a new follow-up item after the audit is
complete and the final report is submitted. This section
covers the addition of a new follow-up. All fields on
the Query screen do not need to be completed to find
existing information.

1. Select Follow-up Information from the
CTMB Audit Information System window.

The Follow-up Information window appears.

2. Select Initiate a Follow-up from the Follow-
up Information window.

The Query on Final Reports window is
displayed

3. Click on the Institution Name: down arrow to
search for the desired institution.

The List Of Values: Institution Name,
Institution NCI Code, Audit Type, Audit
Category, Audit Date, Audit City, Audit State,
Audit Zip Code, Main Member/CCOP Name
window appears.

Note: Typing in the institution name, instead
of using the down arrow in this field, will not
allow for automatic fill in of all fields on the
form.

3 CTMB Activities - Netscape _[of x]
File Edit View Go Window Help

(8§08 CTMB Audit Information System

9 Audit Scheduling Information
@ CTEP Auditor Information
@ Acknowledge Reporis

@ Final Report Information

@ Follow-up Information

@ Coeperative Group Roster

9@ Reports

ol

[Pocumer it Done. 1 7

«WebFind | «Notify| _ [O] x|

File Edit ¥ew Go Communicator Help

@ TInitiate a Follow-up

@ View/Update Follow-up Items

@ Return to Main Menu

Feturn to Ifan Menn &
3

v

<1
= |Document Done

Query on Final Reports
|Institm:iun Name: I |
|Institm:iun NCI Code: (—
[Audit Type: I
[Audit Category: [
[Audit Date: I =
|Aud.it City: I
|Aud.it State: “_
|Aud.it Tip Code: “— =
Main Member/CCOP Name: |
Group: [ B
| |
Fi| [Document. Done
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ist Of Values: Instituti...
4. Select the institution name from the list on the List Of Values: Institution Name, ,
left. Institution NCI Code, Audit Type,
Audit Category, Audit Date, Audit
OR City, Audit State, Audit Zip Code, o
Main Member’CCOP Name
5. Type a known part of the name in the Search
criterion for Institution Name: field using Search criterion for Institution Narme
the wildcard % for the unknown portion, .
select Find, and select the desireg institution k [Find] Glose |
pame vhen tappears —— e
The List Of Values: Institution Name, ATASK A CLINIC 4K 003 | [Rounng||Prevention ’ﬁ
Institution NCI Code, Audit Type, Audit audit
Category, Audit Date, Audit City, Audit State, BAPTISTMED CTR - |1AT028 R‘Etme UCOP ’ﬁ
Audit Zip Code, Main Member/CCOP Name N | e ~
window is removed from the screen and the
selected name is displayed in the /nstitution ¢

Name: field of the Query on Final Report 7 Initiate a Follow-up : VielSTE e aloel Sa i i js] B3|
window. All fields are automatically filled in Eie Edit Yiew Go Communcator Help

for the selected institution name except for the " Tuiti i
nitiate a Follow-up
Group: field..
6. Click on the Group: field down arrow to 3
select the desired group. MR
Institution Name: “ALASKA CLINIC =
A listing of groups is displayed. Tustitution NCT Code: [akoo3
|Audit Type: IRnut.inE audit
7. Select the desired group from the list. Audi Category: [Prevens ion
|Audit Date: [11/11/1597 o
The selected group is displayed in the Group: [Audit City: [Fereis
field. [Audit State: [r2]
\Audit Zip Code: W o
8. Select Find from the bottom of the Query on [Main Member/CCOP Name: [itasea cLizc
Final Reports window. [Group: =
The final reports listing reports with follow-up Fing | Clear |
information appears in the left Final Reports | |
Fil [Dacument. Done

frame and specifics on the first report in the
listing appears in the right Final Reports

frame.
File Edit Wiew Go Communicator Help
9. Select Add New/Review Follow-up Items Final Reports Tinal Reports —
from the bottom of the right frame. —
nstitation] Tnstitution|| « Audit || ([22>teution Name: éjiﬁiléA
. . . Name |NCI Code|Category b
The list of current follow-up items appears in | [stioution NCT Code: | AK003
: . : ALASEA | ARO03 |Prevention |Aur1it Type: ‘Routme audit
the left frame and specifics on the first item in CLINIC T =
. . . U ategory: TEVENtion
the left list appear in the right frame. S A [Audic Date: Tiiuse7
[Audit City: [Seattle
ReQuery |Audit State: WA
[Sudit Zip Code: [s0897
M (Main Member/CCOP ALASEA
@ Retumnto Query Page I;Tame: ;LHNO;C
roup:
@ Add New/Review Follow-up Items
N 1] |

=] [Document Done \ ERENF SRR

v
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10.

11.

12.

13.

14.

Select New from the bottom of either frame.

A blank Add New/Review Follow-up Items
screen is displayed in the right frame with the
defaulted values filled in.

Enter the date the item was received by the
CTMB in the Date Received by CTMB
(MM/DD/YYYY): field.

Enter any comments in the CTMB Comments
for Group: field.

Enter any internal comments in the CTMB
Internal Comments: field.

Select Save from the bottom of the right
frame.

Success is indicated and the new item is
added.

Note: You may select Requery from the
bottom of the left frame at this point to update
the listing in the left frame to include your
follow-up addition.

nitiate a Follow-up : FolEX=s aloshEa e i ] 3 |

Eile Edit Yiew Go Communicator Help

Follow-up Add New/Review Follow-up Items -
Date Institution Name: |[METRO-MINNESOTA
Follow-up
Ttera | Reduested Institution NCI | MI043
By CTMB Code:
i fﬁﬂ 120141358 Audit Type: Reaudit
o Audit Category: | Prevention
EE  ||12/08/1938 5
i Audit Date: 1270271998
Main METRO-MINNESOTA |
Eecords 1to 2 of 2 Meraher/CCOP
Name:
MI Group: ‘NSABP
Followup Item: |[[EB deficiency
Mew Date Requested |[12/01/1958
By CTMB
@ Retwn to Final (MMDD/YYYY):
Reports Date Due to [12/02/1998
CTMB
<
| [Bocurment: Done

v

nitiate a Follow-up : FolEXTeaiel B e =] Ed |

File Edit View Go Communicator Help

Follow-up [Follow-up Item: IRE deficiency -
[Date Requested |u1/04/1999
Follow-up g:::mm it By CTMEB
Ttem By CTMB (MMDD/YYYY):
EE [[12/01/1998 ot o1/ 16/ 1558
dgfg_:m 12/08/19%8 . ;
e \Date Recetved By
deficiency TMB
(ADDITYTY:
Eecords 1to 2 of 2
SR CTMB Comments ([eeds more detail in repor
for Group:
ReCQuery
CTMB's Infernal
e Comunents:
@ Return to Final (Follow-up Status: | Pending = =
Reports
Save | Clear | -
4 | :
=] |Document Done

v

nitiate a Follow-up : FolERTE S alas) EarTe o o m B

File Edit Wiew Go Communicator Help

Followup = Add New/Review Follow-up Items I~
!
Follow-up 02 Success!
Tesm [Requested Row inserted
By CTMB
EE (1201719598 [Institution Name: [METRO-MINNESOTA
deficiency Tnstitution NCT |[M17043
IEE  [12/08/1998 Code:
deficiency ‘Audit Type: |Reaud1t —
RS Ve ‘Aur]it Category: |Prevsntion
deficiency
e e e [Audit Date: [12i02/1398
Records 1to 3 of 3 Main METRO-MINNESOTA
Member/CCOP
ReQuery Name:
‘Gruup: |NS.ABP
ey ‘Fu]_luw—up Item: |]RB deficiency
2 1| Date Requested |[o1/04/1990
@ Return to Final By CTMB -
Reports £3 {3 | v
= |Document Done e el |
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Delete a Follow-up Iltem

You may delete a follow-up item after the audit is

complete and the final report is submitted. This section

covers the deletion of a follow-up. All fields on the
Query screen do not need to be completed to find
existing information.

1. Select Follow-up Information from the
CTMB Audit Information System window.

The Follow-up Information window appears.

2. Select Initiate a Follow-up from the Follow-
up Information window.

The Query on Final Reports window is
displayed

3. Click on the Institution Name: down arrow to

search for the desired institution.

The List Of Values: Institution Name,
Institution NCI Code, Audit Type, Audit
Category, Audit Date, Audit City, Audit State,
Audit Zip Code, Main Member/CCOP Name
window appears.

Note: Typing in the institution name, instead
of using the down arrow in this field, will not
allow for automatic fill in of all fields on the
form.

3 CTMB Activities - Netscape _[of x]
File Edit View Go Window Help

(8§08 CTMB Audit Information System

9 Audit Scheduling Information
@ CTEP Auditor Information
@ Acknowledge Reporis

@ Final Report Information

@ Follow-up Information

@ Coeperative Group Roster

9@ Reports

=

«WebFind | «Notify| _ [O] x|

File Edit ¥ew Go Communicator Help

@ TInitiate a Follow-up

@ View/Update Follow-up Items

@ Return to Main Menu

Feturn to Ifan Menn &
3

il
= |Document. Done S el

v

Query on Final Reports
|Institm:iun Name: I |
|Institm:iun NCI Code: (—
[Audit Type: I
[Audit Category: [
[Audit Date: I =
|Aud.it City: I
|Aud.it State: “_
|Aud.it Tip Code: “— =
Main Member/CCOP Name: |
Group: [ B
| |
Fi| [Document. Done
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ist Of Values: Instituti...
4. Select the institution name from the list on the List Of Values: Institution Name, ,
left. Institution NCI Code, Audit Type,
Audit Category, Audit Date, Audit
OR City, Audit State, Audit Zip Code, o
Main Member’CCOP Name
5. Type a known part of the name in the Search
criterion for Institution Name: field using Search criterion for Institution Narme
the wildcard % for the unknown portion, .
select Find, and select the desireg institution k [Find] Glose |
pame vhen tappears —— e
The List Of Values: Institution Name, ATASK A CLINIC 4K 003 | [Rounng||Prevention ’ﬁ
Institution NCI Code, Audit Type, Audit audit
Category, Audit Date, Audit City, Audit State, BAPTISTMED CTR - |1AT028 R‘Etme UCOP ’ﬁ
Audit Zip Code, Main Member/CCOP Name N | e ~
window is removed from the screen and the
selected name is displayed in the /nstitution ¢

Name: field of the Query on Final Report 7 Initiate a Follow-up : VielSTE e aloel Sa i i js] B3|
window. All fields are automatically filled in Eie Edit Yiew Go Communcator Help

for the selected institution name except for the " Tuiti i
nitiate a Follow-up
Group: field..
6. Click on the Group: field down arrow and
. Query on Final Reports
select the appropriate group.
Institution Name: “ALASKA CLINIC =
The selected Group name appears in the Tustitution NCT Code: [e¥o0s
Gi’Ol/lp.' field. (Audit Type: [routine auaic
|Audit Category: IPrevent ion
7. Select Find from the bottom of the Query on [Audit Date: 711997 10
Final Reports window. [Audit City: Feeeeie
[Audit State: W
The final reports listing reports with follow-up [Audic Zip Code: Fossr | &
information appears in the left Final Reports [Main Member/CCOP Name: [itasea cLizc
frame and specifics on the first report in the (Grou: =
listing appears in the right Final Reports
frame. Find] _tear |
il |
8. Select Add New/Review Follow-up Items =l [Documsnt Done

from the bottom of the right frame.

File Edit Wiew Go Communicator Help

The list of current follow-up items appears in

the left frame and specifics on the first item in Final Reports Final Reports —
the left list appear in the right frame. —
nstitation] Tnstitution|| « Audit || ([22>teution Name: éjiﬁiléA
Name |NCI Code|Category
[Institution NCI Code: |4 003
ALASKA ‘ AR003 [Brevention| [xdie Type: T
CLINIC
e —— |Aurl.it Category: ‘Prevennon
ey [Audit Date: (1111111997
[Audit City: [Seattle
ReQuery |Audit State: WA
[Sudit Zip Code: [s0897
Q
Guery | Main Memher/CCOP | ALASEA
Name: cLnIC
@ Retumnto Query Page se
Group: SWOG
@ Add New/Review Follow up Items
N o] =

=] [Document Done \ ERENF SRR

v
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9. Select the item you wish to delete from the left

frame.

Specifics on the selected follow-up item are
displayed in the right frame.

10. Select Delete from the bottom of the right
frame.

A confirm deletion dialog box appears.

Note: You must select yes to continue the
deletion.

Success is indicated in the right frame.

Note: You may select Requery from the

bottom of the left frame at this point to update

the listing in the left frame to include your
follow-up addition.

nitiate a Follow-up : FollS R aloel e i o m] 3

File Edit Wiew Go Communicator Help

L]

Follow-up Il Add New/Review Follow-up Items
Date ‘Institutiun Name: (METEO-MINNESOTA
Follow-up
Ttem [eduested Institution NCI | MI043
By CTME Code:

IR}; 12/01/1958 Audit Type: Reaudit
deficiency

‘Aur]it Category: |[Prevention
BB [12/08/1998 5
Audit Date: 12/02/1958

defalcg

RE  (01/04/139% Main METRO-MIOTNESCTA
deficiency gl;:::):eri'CCOP

Eecords 1to 3 of 3 Group: MSABP

‘Ful.lnw—up Item: ‘]:R.B deficiency

ReQuery Date Requested |n1/uq/ 1999

By CTMB
MNew MM/DD/YYYY):
Date Due to 01/16/1999
@ Return to Final CTMEB -
Reports 4 | _IJ
= [Document Done

v

ate a Follow-up : FolEX07= e Tt Ve P ml B3|

File Edit Wiew Go Communicator Help

Follow-up IRB deficiency, 04-TAT-99

Date Success!
Follow-up
i [Requested Row deleted
By CTME
B [12/01/1958
deficiency
BB |12/08/1998
deficiency

Records 1to 2 of 2
ReQuery
Iew

@ Return to Final
Reports

=] [Document: Done
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View/Update Follow-up Lol
I n fo rm ati o n C P CTMB Audit Information System

You may view and update follow-up information once
the audit is complete and the final report is submitted.
This section covers review and update of follow-up

information. All fields on the Query screen do not need SLRE SR
to be completed to find existing information. 5

9 Audit Scheduling Information
@ CTEP Auditor Information

@ Acknowledge Reporis

Follow-up Information

@ Coeperative Group Roster

1. Select Follow-up Information from the
CTMB Audit Information System window.

9@ Reports

=

The Follow-up Information window appears.

2. Select View/Update Follow-up Information
from the Follow-up Information window.

«WebFind | «Notify| _ [O] x|

File Edit ¥ew Go Communicator Help

The Query on Final Reports window is
displayed

3. Click on the Institution Name: down arrow to
search for the desired institution.

@ TInitiate a Follow-up
@ View/Update Follow-up Items

The List Of Values: Institution Name, @ Return to Main Menu
Institution NCI Code, Audit City, Audit State,
Audit Zip Code, Audit Type, Audit Category,

Return to Main Menu =
Audit Date, Main Member/CCOP Name | | _I_I
window appears. = [Document Dens S 0 2y
v
Note: Typing in the institution name, instead pe  E NI G < WebFind | < Netify | - (O] x|
of using the down arrow in this field, will not Ele Edit Yiew Go Communicafor Help
allow for automatic fill in of all fields on the N s oy -
form. finsticurion Name: I =
Institution INCI Code: |
[Audit City: I
Audit State: |_
[Audit Zip Code: —
[Audit Type: ——
|Aur]it Category: ||—
|Aur]it Date: I to] ]
|Main Memher/CCOP Name: |
|Grnup: 1=
4 | _'l;I
=] [Document: Done e a2 |

v
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4.

Select the institution name from the list on the
left.

OR

Type a known part of the name in the Search
criterion for Institution Name: field using
the wildcard % for the unknown portion,
select Find, and select the desired institution
name when it appears.

The List Of Values: Institution Name,
Institution NCI Code, Audit City, Audit State,
Audit Zip Code, Audit Type, Audit Category,
Audit Date, Main Member/CCOP Name
window is removed from the screen and the
selected name is displayed in the /nstitution
Name: field of the Query on Final Report
window. All fields are automatically filled in
for the selected institution name except for the
Group: field.

Click on the Group: field down arrow and
select the appropriate group.

The selected Group name appears in the
Group: field.

Select Find from the bottom of the Query on
Final Reports window.

The final reports listing reports with follow-up
information appears in the left Final Reports
frame and specifics on the first report in the
listing appears in the right Final Reports
frame.

Note: You may select Review Follow-up
Items from the right frame to review specific
follow-up comments.

7 List Of Values: Institution Name, , Institu...[B[=

List Of Values: Institution Name, ,
Tnstitution NCI Code, Audit City,
Audit State, Audit Zip Code, Audit
Type, Audit Category, Audit Date,
Main Member/CCOP Name

Zeatch criterion for Institution IMame:

IF M Close |

Institution Institution Audit Ci Audit
Name NCI Code| "™ 1% liState

AKRON 462 | OHO53
GENEER AT,
MEDICAL

TETTCT
R — o4

Gaithersburg LD

v

i Review All Follow-ESTEaame] e m =1

File Edit Mew Go Communicator Help

El

Query on Final Reports

|Instituu'un Name: [prrrzst wED IR =

Institution NCI Code: |aLozs

[Audit City: |b11ux1

[Audit State: IE

\Audit Zip Code: W

\Audit Type: lm

|A|.1r]it Category: |IUCOP—

|Aur]itDate: ||12,/D4/1998 to]

|Main Member/CCOP Name: |INORTHEAST AL REG MEDICAL CTR

|Grnup: |W =l
4 | _'l;I
| [Document Done i

Edit View Go Communicator Help

aWebFind | « Notify [ - [O] x|

Final Reports Final Reports

T Institution

Institution Name 1 Name:
Institution NCI |MI043
METRO-MINNESOTA |—I Code:

BAPTISTMED CTR || ||| [Audit City:

‘ OTTAWA CTVIC ’7 [Audit State:  [p07
Eo-k |Andit Zip Code: 54407

DUKE THIV MEDCT ’7 Audit Type: Eeaudit

CTE.
Audit Category: |Prevention
GULF COAST -
MEDICAL CENTER Audit Date: 12/02/1938
BAYIOR COLLEGE HiE, METRO-MINNESOTA
OF MEDICINE Member/CCOP
Name:
CITY OF HOPE i
MEDICAL CENTER Group: NSARP

WEST SUBUREAN | Jof | (Fveradl s
Dl D

‘wllovw-up

METRO-MININESOTA

sault st marie

= |Document Done
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View Roster Information and
Approve Requests for Updates

Roster information may be reviewed and updates to the roster may be approved. The following section takes you
through the process of reviewing roster information and approving updates.
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L CTMB Activities - Netscape - [ofx]

File Edt View Go Window Help

View Cooperative Group :
Roster
You may review the existing cooperative group roster.
This section covers review of the cooperative group & CIED Auditor Ioformation
roster. All fields on the Query screen do not need to be SRl
.. . . 9 Final Report Information
completed to find existing information. Complete any ¥ :
known information to find the required information. EER
@ Cooperative Group Roster ||
9 ep orts
1. Select Cooperative Group Roster R =
Information from the CTMB Audit j
Information System window. = —— : : —'_/I

The Cooperative Group Roster Information

; = WebFind [ «Notify] _ [O0] x|
window appears. Tie - Edit

View Go Communicator Help

Cooperative Group

2. Select View Cooperative Group Roster Eoia i e

Information from the Cooperative Group
Roster Information window.

@ View Cooperative Group Roster Information
The Cooperative Group Roster Query Form

. . . @ View/Approve Requests for Roster Changes
window is displayed

@ Retwn to Main Menu

3. Click on the Institution NCI Code: down

arrow to search for the desired institution. | s e _I’I
. N = D t D

The List Of Values: Institution NCI Code, 1 Documert Bone.

Institution Name window appears. *

FEile  Edit ¥ew Go Communicator Help

Note: Typing in the institution NCI code,

instead of using the down arrow in this field, R e o "
will not allow for automatic fill in of the nstitution NCT Code: 1=
institution name. Tnstirution Name: I
i ||
‘State: =
‘Zip Code: ||—
‘Memhership Type: ||—_[
Main Member/CCOP NCT Code: [ 5]
‘Main Memher/CCOP Name: [
‘Memhership Status: ||—_|
‘Memhership Start Date: I to]
‘Memhership Fnd Date: I to] |
‘Grnup: 1=
resserFrermta 08 |
| | _l_I
= [Documnent Done | i e 2|y

v
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List Of Values: Instituti... [M=1E31

List Of Values: Institution NCI
4. Select the institution NCI code from the list on Code, Institution Name

the left.

Search criterion for Institution NCT Code:

OR I ml Cloge |

5. Type a known part of the code in the Search

Institution NCT e

criterion for Institution NCI Code: field Code g s

using the wildcard % for the unknown portion, 03005 ROTAL PRINCE ALFRED

select Find, and select the desired institution HOSPITAL

NCI code when it appears. 11008 ;II?I‘:T!A SCOTLA CAN TRMT & RES

. o 11025 OTTAWA CIVIC HOSP.

The List Of Values: Institution NCI Code, IAKOOB IALASKA T

Institution Name window is removed from the | T BAPTISTMED CTR

screen and the selected code is displayed in the ——

ALO32 NORTHEAST AL REG MEDICAL -

Institution NCI Code: field of the Cooperative | | =

Group Roster Query Form window. The ¢

Institution Name: field is automatically filled

in for the selected institution code. Eile Edit Yew Go Communicator Help

Cooperative Group Roster Query Form Bl

6. Type the name of Fhe city where the institution nition NCE Code =

is located in the City: field. A

|InstmmnnName: “SCOTTSDALE CCOP
. City: cottsdale
7. Click on the State: field down arrow and |S [pcoctae:
. tate: -
select the state location. | [

|Zip Code: ‘W

|Memh ership Type:

Main Member

The selected state or province appears in the

State . ﬁeld |Mam Member/CCOP NCI Code: ‘l— =
' |Main Memher/CCOP Name: [
8. Type the zip code where the institution is REPIs (I
located in the Zip Code: field. [Mernbership Start Date: | tol
|Memhership End Date: “ to |
9. Click the Membership Type: down arrow and [Gronp: \ =l
select Main Member, Affiliate, CCOP, or I‘;SABP &jPVfﬂG n_nl:m 2 ‘ -
reatmen eventio) g
CCOP Component. d 2
M Clear -
The selected membership type appears in the Ll | o
. = | [Document: Done
Membership Type: field. ¢

10. Type main member/CCOP NCI code in the

Main Member/CCOP NCI Code: field. List Of Values: Main Member/CCOP
OR, if the code is unknown, NCT Code, Main Member CCOP
Name
11. Click on the Main Member/CCOP NCI . Search criterion for Main Member/CCOP NCT Code:
Code: field down arrow to search for the main
member/CCOP code. [ (Find| Close
The List Of Values: Main Member/CCOP Main /
NCI Coa’e, Main Member/CCOP Name .':\j/f:ir:berfCCDP NCI |Main Member/CCOP Name
window appears. 03005 s
HOSPITAL
12. Select the main member/CCOP NCI code from 11008 MOVA SCOTIA CAN TRMT &
the list on the left. BES FDI
OR, [4K003 [ALASE A CLINIC
s pormasTa s | i
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13.

14.

15.

16.

17.

18.

19.

Type a known part of the name in the Search
criterion for Main Member/CCOP NCI
Code field using the wildcard % for the
unknown portion, select Find, and select the
main member/CCOP NCI code when it is
found.

The List Of Values: Main Member/CCOP
NCI Code window is removed from the screen
and the selected NCI code is displayed in the
Main Member/CCOP NCI Code: field and the
Main Member/CCOP Name: field is
automatically filled in.

Click on the Membership Status: field down
arrow and select Active, Terminated, or
Withdrawn.

The selected membership status is displayed in
the Membership Status: field.

Type the membership start date of the
institution in the Membership Start Date:
field in the MM/DD/YYYY format.

Type the membership end date of the
institution in the Membership End Date:
field in the MM/DD/YYYY format if the
institution has been terminated or withdrawn

Click on the Group: field down arrow and
select the appropriate group.

The selected Group name appears in the
Group: field.

Click on the NSABP & SWOG Only
(Treatment/Prevention/UCOP) : down
arrow and select one of the options.

The selected option appears in the field.

Select Find from the bottom of the
Cooperative Group Roster Query Form
window.

The Cooperative Group Roster for the selected
institution appears.

Note: At this point you may choose to
View/Print User-Defined Cooperative
Group Roster Report from the bottom of the
window, which is performed using Acrobat
Reader.

= View Cooperative CRNI= e aiy el RaNer e m] 3
FEile  Edit ¥ew Go Communicator Help

Cooperative Group Roster (Query Form Bl
‘Institutinn NCT Code: ||m =l
‘Institutinn Name: |ISCOTTSDALE CCOP
‘City: ||Sc:nt.tsdale
‘State: ||Az_;[
‘Zip Code: ||F
‘Memhership Type: [Wain ternbe 5]
‘Main Member/CCOP NCI Code: |[z055 | =1

‘Main Member/CCOP ame:

|ISCOTTSDALE CCoR

‘Memhership Status:

‘Memhership Start Date:

‘Memhership End Date:

‘Grnup:

NSABP & SWOG only
(TreatmentPrevention/UCOF):

ml Clear

=] [Document Done

Eile Edit Miew Go Comm

v

View Cooperative GENI s aliol Ao o iml 3

unicator Help

B
Cooperative Group Roster
Institution |Institution 3 Zip ||Country (Memhe
Name  |NCICode Lt State | v ode | Code Typ
ROYAL 03005 Chicago DC |[32324| U3 Ml
PEINCE Mem
ALFEED
HOSPITAL
ALBERT NY043 BRONX NY (10461 U3 Ma
EINSTEDN Iulem]
COLL. OF
MED b
ATTEGHENY | PAO0O% | PITTSEURGH | PA ||15212) TS [0lel¢
GENERAL
HOSPITAL
ATLLEGHENY | PA00O% | PITTSBURGH | PA ||15212)| US Ma
GENERAL Iulem
HOSPITAL
ATLEGHENY | PAO74 |PHILADELPHIA| PA |[19102)| T3 CC]
NIV HOSP Cotnpe
CTR CITY
BETHISEAEL | NY003 NEW YORE | NY ||10003)| TS Al
MEDICAL
CFENTER
|21 |
=il [Document: Done
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3 CTMB Activities - Netscape _[of x]
File Edit View Go Window Help
Ap p rove U pdate (848 ) .5 CTMB Audit Information System [
Requests for Existing
9 Audit Scheduling Information
Roste r @ CTEP Auditor Information
You may submit requests to change the existing : :_—Lw::de":: msﬁ
cooperative group roster. This section covers S
submitting changes to the existing cooperative group A e
roster. 0 e
1. Select Cooperative Group Roster 3
Information from the CTMB Audit o — : —r

Information System window.

) ) Nir = WebFind [ «Notify| _ [3] x|
The Cooperative Group Roster Information HE B Wew &9 Commiieaer EEp

window appears. TR : =
pp MO Cooperative Group
Roster Information

2. Seclect View/Approve Requests for Roster
Changes from the Cooperative Group Roster

Information window. @ View Cooperative Group Roster Information

@ View/Approve Requests for Roster Changes

The View/Approve Requests for Roster = 3
Changes window is displayed Retun to Main Man -

3. Select View/Approve Update Requests for Return to Men Menu _|_|
Existing Roster from the View/Approve - ' -

=il |Document: Done

Requests for Roster Changes window. ¢

The Query on Roster Update Requests window

appears. = e 5
pt View/Approve Requests for

Roster Changes

@ Yiew/Approve Update Requests for Existing Roster

@ Yiew/Approve Requests for New Additions to Roster

@ Retwn to Cooperative Group Roster Information Menu

@ Return to Main Menu

Al
= |Document: Done
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4. Type the date of the request in the Request # Review Roster Update Red\EsIa el R [o1i A o] 73
Date (MM/DD/YYYY)' ﬁeld iIl Eile Edit Miew Go Communicator Help
: {1 on oster ate equests —-I
MM/DD/YYYY format. ey R
[Request Date: (MM/DD/YYYY) | to|
5. Type the name of the requester in the Reas Dt [
Requester Name: field. s [ H
|Institutinn NCI Code: —
6. Click on the Institution Name: down arrow to e I
4 3 1 1 MNSABP & SWOG onl;
search for the desired institution. Smds A e |
|Grnup: ‘l— =l
The List Of Values: Institution Name, Change of Membership Type: O Yes
Institution NCI Code, Current Membership e : §°
ange of Status: es
Type NSABP & SWOG only < © Mo
(Treatment/Prevention UCOP) window Change of Main Member/CCOP: Oris
appears' Change of Institution Name: O Yes
© Mo b
Note: Typing in the correct institution name, ERE I | |
instead of using the down arrow in this field, e | |
will not allow for automatic fill in of the other Fing] tiesr
fields. o | ol
= [Document Done ) B e |
7. Select the institution name from the list on the i
left.

The selected name appears in the Institution : : R B
Name: field and associated fields are List Of Values: Institution Name,

automatically filled in. Institution NCI Code, , Current g
Membership Type, NSABP & SWOG
8. Click on the Group: field down arrow and only (Treatment/Prevention/T/COP)

select the approprlate group. Search criterion for Instinition Mame:

The selected Group name appears in the [ (Find | Close |
Group: field.
B o Institution 2

9. Click on Yes or No in the Change of S NCI Code o

Membership Type: field to select if the R e R e

membership type is to be changed. MEDICAT CENTER ‘

[ALASE A CLINIC [42003  [100016]Fairbanks

10. Click on Yes or No in the Change of Status: [ALBANY MEDICAL MY117 feg  [ABINGT

field to select if the status is to be changed. I | | _IJ/
11. Click on Yes or No in the Change of Main ¢

Member/CCOP: field to select if the main
member/CCOP is to be changed.

12. Click on Yes or No in the Change of
Institution Name: field to select if the name
of the institution is to be changed.

13. Click on the CTMB Request Status: ficld
down arrow and select Not acknowledged,
Not approved, Not approved and returned
for update, or Approved.
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14. Click on the Final Request Status: field down

- Review Roster Update Re Y=ol alush e o (s B3|

arrow and select Not acknowledged, Not e Eei Hew E0 Commimeser_EER 5
approved, Not approved and returned for it e o
update, or Approved. Reguest Date: (MM/DD/YYYY) ]
Requester Name: [
15. Select Find from the bottom of the window. A ] [1a1zoms cancea couTzr H
Review Roster Update Requests frame IR [xz027 ]
appears on the left listing the update requests e [
and the specifics on the first item in the left list gﬁfﬂijﬁ;‘g‘:ﬂz‘:mc oo [prevencion
appear in the right frame. Group: | H
Change of Membership Type: O Yes
16. Select Save from the bottom of the right L
. Change of Status: © Yes
window. © o
Change of Main Member/CCOP: O Yes
Success is indicated in the right frame. ey : ﬁ;’s
© Mo b
CTMB Request Status: I
Final Request Status: JE |

4 o

= |Document: Done )

Review Roster Update Red= el EINFeITa o jm] 3

File Edit ¥iew Go Communicator Help

Review Roster Update — Review Roster Update Requests -
Requests
[Request Date: 1171171998
Institution | Institution | . i [Req Name: [Rawish
Wame |[NCICode "™ I || [usticution Name: [ARRON GENI
AERCH OHO53 |[SWOG| Institution NCT Code: OHO053
GENEERAL [Requester Phone: (30138483033
MEDICAT Clity: [AERON
CENTER ||| [State: OH
AERON QHO53 [SWOG | :
e [Zip Code: [44307
WEDIC AT, |Cun'ent Membership Type: |Aﬂil|ata
CENTER |Current Membership Status: |Act1va
AERON || OHO33 |SWOG [Current Status Start Date: 0612171996
% Current Main Memhber/CCOP (OHO027
oy [NCT Code:
CENTER -
o TR e ‘gmer.\t Main Member/CCOP ‘CLEVELAND
T A VRIT = s =
‘ o e .
= [Document Done w50 2|

v

Review Roster Update RedS = anitel Eaxteiia =l £ |

File Edit View Go Communicator Help

Review Roster Update - Review Roster Update Requests
Requests
|| Sucecess!
Institution |Tnstieution . I || Row updated
Name |NCI Code| """ |1
Y Request Date: 1171171998
AKRON OHO053 |[SWOG g
CENE] Requester Name: (Ravish
MEDICAL Institution Name: IAKRON GENE |
CENTER [nstitution NCT Code: [oH053
AKRON OH053 |[SWOG| T | Requester Phone: (3015483033
GENERAL City: [AERON
MEDICAL
CENTER State: OH
AXEON | Om053 [swoc| | [ZCede: 44307
GENERAL Cwrrent Memhership Type:  [Affiliate
MEDICAL Current Membership Status: |Active
CENTER
= —— Current Status Start Date: 06/21/1996
JOHN CA292 |SWOG
T - \Icmem Main Member/CCOP [omoz7 -
‘ Ol 5
= [Docurnent. Dane

CTMB AIS CTMB Activities View Roster Information and Approve Requests for Updates ¢ 68



Approve Requests for —_— —

. w File Edit View Go Window Help
N ew Ad d Itl o n s to ROSte r (848 ) .5 CTMB Audit Information System [
You may approve requests for new additions to the
roster. This section covers approving these requests. 9 Audit Scheduling Information
@ CTEP Auditor Information
1. Select Cooperative Group Roster @ Acknowledge Reports
Information from the CTMB Audit 9 Final Report Information
Information System window. 9 Followup Tnformation
o ¢, erative Group Roster L
The Cooperative Group Roster Information @ Reports
window appears.

2. Seclect View/Approve Requests for Roster
Changes from the Cooperative Group Roster
Information window.

= WebFind [ «Notify] _ [O0] x|

File Edit WView Go Communicator Help

The View/Approve Requests for Roster
Changes window is displayed

Cooperative Group
Roster Information

3. Select View/Approve Requests for New

e . @ YView Cooperative Gi Roster Informati
SVEVWRC- (0 JEEEARTY € LTV U PR NS LT LD TR O XK

Additions to Roster from the View/Approve e R o o

Requests for Roster Changes window. @ View/Approve Requests for Roster Changes

@ Return to Main Menu
The Query on Requests for New Additions to
Roster window appears.

Eeturn to IWan Menu -
v

v

.
|
=il |Document: Done

View/Approve Requests for
Roster Changes

@ Yiew/Approve Update Requests for Existing Roster

@ Yiew/Approve Requests for New Additions to Roster

@ Retwn to Cooperative Group Roster Information Menu

@ Return to Main Menu

Al
= |Document: Done
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4. Type the date of the request in the Request +# Review Requests for AddifSTTE>amel oo =i 3
Date (MM/DD/YYYY): ﬁeld iIl Eile Edit Miew Go Communicator Help
MM/DD/YYYY format Query on Requests for New Additions to Rosters |
|Request Date: (MM/DD/YYYY)  — —
5. Type the name of the requester in the Requester Name: [
Requester Name: field. Tnstitution name: [
City: I
6. Type the institution name in the Institution e [
name: field. i Gade
Membership Type: ||—;|
7. Type the city name in the City: field. s v R RS | o
Main Member/CCOP Name: | =l
8. Type the state name in the State: field. e e e ogy [
Group: l— =1
9. Type the zip code in the Zip Code: field. o S | || E
CTMRB Regquest Status: j
10. Click on the Membership Type: down arrow e 5
and select Main Member, Affiliate, CCOP, Find] Glear _
or CCOP Component. 1l | o
= [Docurment Done
The selected option appears. ¢

& List Of Values: Main Me... [Hl[=]E1
11. Type the membership start date in the 0 b, 5, P g, T S TR iy R 5 gt

Membership Start Date (MM/DD/YYYY): List Of Values: Main Member/CCOP T
field in MM/DD/YYYY format. Name, , Main Member/CCOP NCI
Code

12. Click on the Main Member/CCOP Name:

. Search criterion for Main Member/CCOP MNatme:
down arrow to search for the desired member

name. [k Find | Clase |

The List Of Values: Main Member/CCOP THE TR R Main

Name, Main Member/CCOP NCI Code Name Mermber/CCOP [Member/CCH

indow appears NCT Code City

win ppears. ATASKE A CTINIC K003 Faitbanks

Note: Typing in the correct name, instead of ALRANY MEDICAL |[Nv117 ABINGTON

using the down arrow in this field, will not CENTER

allow for automatic fill in of the NCI code. ALBANY MEDICAL ‘N‘nw ‘ALBANY

COLLEGE -
4 3 ﬂ
13. Select the main member/CCOP name from the
list on the left.

The selected name appears in the Main
Member/CCOP: field and associated fields are
automatically filled in.

14. Click on the Group: field down arrow and
select the appropriate group.

The selected Group name appears in the
Group: field.
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15.

16.

17.

18.

19.

Click on the Member Study Type: field down
arrow and select Treatment, Prevention, or
UCOP.

The selected option appears.

Click on the CTMB Request Status: ficld
down arrow and select Not acknowledged,
Not approved, Not approved and returned
for update, or Approved.

Click on the Final Request Status: field down
arrow and select Not acknowledged, Not
approved, Not approved and returned for
update, or Approved.

Select Find from the bottom of the window. A
Review/Approve Requests for New
Additions to Rosters frame appears on the
left listing the new addition requests and the
specifics on the first item in the left list appear
in the right frame.

Select Save from the bottom of the right
window.

Success is indicated in the right frame.

¥ Review Requests for AddilENTE Tarirel s o o s] 3

File Edit Wiew Go Communicator He

Ip

Query on Requests for New Additions to Rosters B

|Request Date: (MMDD/YYYY) I

tul

|Re quester Name: “

|Institution name: “

i I

|State: “_

|Zip Code: “—
|Memhership Type: ‘l—;[

|Membership Start Date: (MOWDD/YYYY). ‘l— to l—

(Main Memher/CCOP Name: IALEERT EINSTEIN COLL. OF MED | =
(MMain Member/CCOP NCI Code: lm
Group: l— =l
(AMember Study Type: | d =
CTMB Request Status: m
[Final Request Status: ‘l -l

k| | _>|_|

= |Document Done

Review Requests for Addi

aWebFind | «Notify| _ (O] x|

File Edit View Go Communicator Help

View/Approve Requests View/Approve Requests for New —
for New Additions to Additions to Rosters
Rosters
[Request Date: [01/01/1997
Institution |[Institution IRequester Todd W Birckner
name |NCICode e, [Name:
[ 301-234-2344
Todd's SWOG | |phone:
World of ==
Cheese gls;mmnn NCI | =l
= | e ode:
Gi ig SWOG
el (Institution Todd's World of Cheese
Rock and 3
Gravel pane:
ol T IAddrgss: Il 11 West St
s _’lJ Jpir= [R ncesile ;'J
[ [Document: Dane :

v

Review Requests for Addi

aWebFind [ - Notify | [T] x|

e Edit Yiew Go Communicator Help

View/Approve Requests View/Approve Requests for New -
for New Additions to Additions to Rosters
Rosters
Success!
Institution | Instirution | Row updated
name |NCICode | "*"2
[Request Date: |[01/01/1997
e ol SIS Requester Todd V Birckner
TWotld of . z
ame:
shetd = | |Re 301-234-2344
Germantown, SWOG duse, N
Fw \Phoxe:
Rock and
bt Institution NCT =
e P Code:
Todd's SWOG 22
AR [Institution Todd's Werld of Cheese
Nocdles et
[ Chezgolal | cwoG, || [Address: 111 West St
> e P ;,J ‘Ir. [ PR I _;lJ
= [Document. Done Fleae el
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Review Reports

You may review all the reports that have been created and submitted. The following section takes you through the
process of viewing the various reports and the information they contain.
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Review Audit Schedule
Detail Reports

You may view audit schedule detail reports once the

final report is submitted. This section covers review of

these reports. All fields on the Query screen do not
need to be completed to find existing information.

Note: The use of the * and the word All will allow for
viewing off all options in any given field.

1. Select Reports from the CTMB Audit
Information System window.

The Reports window appears.

2. Select Scheduling Reports from the Reports
window.

The Scheduling Reports window appears.

3. Select Audit Schedule Detail Report from
the Scheduling Reports window.

The Report Parameters window appears.

3 CTMB Activities - Netscape _[of x]
File Edit View Go Window Help

(8§08 CTMB Audit Information System

9 Audit Scheduling Information
@ CTEP Auditor Information
@ Acknowledge Reporis

@ Final Report Information

@ Follow-up Information

@ Coeperative Group Roster

9@ Reports

7 Netscape HEE

File Edit “iew Go Window Help

@ Scheduling Reports

@ Final Reports
@ Preliminary Reports
@ Tracking Reports

@ Roster Reports

@ Return to Main Menu

@ Download a free copy of Adobe Acrobai Reader

|
= Document: Done

sIW_

v

3 Metscape M[=1E

File Edit “iew Go Window Help

(8410141 Scheduling Reports

@ Audit Schedule Detail Report

@ Audit Schedule Summary Report

@ Return to Reports Menu

@ Return to Main Menu

il [Document: Done
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10.

Click on the Group: field down arrow to
select the group whose parameters you wish to
view.

The selected group is displayed in the Group:
field.

Click on the Main Member Code: field down
arrow to select the main member code whose
parameters you wish to view.

The selected main member code is displayed
in the Main Member Code: field.

Click on the Main Member Name: field
down arrow to select the main member name
whose parameters you wish to view.

The selected main member name is displayed
in the Main Member Name: field.

Type the audit from date in the Audit From
Date: field in the MM/DD/YYYY format.

Type the audit to date in the Audit To Date:
field in the MM/DD/YYYY format.

Click on the Cosite Visitor: field down arrow
to select the cosite visitor whose parameters
you wish to view.

The selected cosite visitor is displayed in the
Cosite Visitor: field.

Select Submit Query from the bottom of the
window.

This option utilizes Acrobat Reader to
display the selected report parameters on
screen.

7 Audit Schedule Detail Report - Netscape
File Edit View Go Window Help

Report Parameters

Group : Al

Main Member Code :

Audit To Date :

(M) DD/ TYYY)

Cosite Visitor : Al

Submit Quary Reset

Al
Main Member Name : |*A\I j
Rudit From Date : MM/ DD/ YYYY)
_>|_I

=5l Document: Done 4

B

v

i Netscape o] x|
Eile Edit Yiew Go Window Help
[ ][ sy =] 1<« > [n] <] DIBIE L] i

(

Aaudit Schedule Detail Report for CTME

Run by : CTMBAIS

Group s ECoG

Pudit Date
Location :
“ontuct Name :

Lakn Member Code : 3043

Main Member/CCOP Name ALBERT ETNSTETN COLL. OF MED
1171871008 Audit Time : 12:00 Audit Type: Routine auditc

Phone : Fax :

Audit Sites

Hospital NCI Code
Membership Status  :

City : BRODKL
e

Type  Title Affiliation

CTME

r
dAb| [HPagetoren | O too% | [ 11x86in |« |

sl_l'_

il

[Document: Done
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Review Audit Schedule
Summary Reports

You may view audit schedule summary reports once the
final report is submitted. This section covers review of

these reports. All fields on the Query screen do not
need to be completed to find existing information.

Note: The use of the * and the word All will allow for
viewing off all options in any given field.

1. Select Reports from the CTMB Audit
Information System window.

The Reports window appears.

2. Select Scheduling Reports from the Reports
window.

The Scheduling Reports window appears.

3. Select Audit Schedule Summary Report
from the Scheduling Reports window.

The Report Parameters window appears.

3 CTMB Activities - Netscape _[of x]
File Edit View Go Window Help

(8§08 CTMB Audit Information System

9 Audit Scheduling Information
@ CTEP Auditor Information
@ Acknowledge Reporis

@ Final Report Information

@ Follow-up Information

@ Coeperative Group Roster

9@ Reports

7 Netscape HEE

File Edit “iew Go Window Help

@ Scheduling Reports

@ Final Reports
@ Preliminary Reports
@ Tracking Reports

@ Roster Reports

@ Return to Main Menu

@ Download a free copy of Adobe Acrobai Reader

|
= Document: Done

sIW_

v

3 Metscape M[=1E

File Edit “iew Go Window Help

(8410141 Scheduling Reports

@ Audit Schedule Detail Report

@ Audit Schedule Summary Report

@ Return to Reports Menu

@ Return to Main Menu

il [Document: Done
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10.

Click on the Group: field down arrow to
select the group whose parameters you wish to
view.

The selected group is displayed in the Group:
field.

Click on the Main Member Code: field down
arrow to select the main member code whose
parameters you wish to view.

The selected main member code is displayed
in the Main Member Code: field.

Click on the Main Member Name: field
down arrow to select the main member name
whose parameters you wish to view.

The selected main member name is displayed
in the Main Member Name: field.

Type the audit from date in the Audit From
Date: field in the MM/DD/YYYY format.

Type the audit to date in the Audit To Date:
field in the MM/DD/YYYY format.

Click on the Cosite Visitor: field down arrow
to select the cosite visitor whose parameters
you wish to view.

The selected cosite visitor is displayed in the
Cosite Visitor: field.

Select Submit Query from the bottom of the
window.

This option utilizes Acrobat Reader to
display the selected report parameters on
screen.

#7 Audit Schedule Summary Report - Netscape _[olx]
Eile Edit %iew Go Window Help

Report Paramecters

Group : =l -

Main Member Code : Al :I'

Main Member Hame : |WI =
(MM/ DD/ YYYY)
(MM DD/ YVYY)

Cosite Visitor : Al j' l

Submit Query Reset

Audit From Date :

Audit To Date :

[ [Document: Dane

B

v

i Netscape =13

Eile Edit %iew Go Window Help

| 2|2 gl [Fr &R 1«] <[ v [w] )] D|OIGE| G A

E Audit Schedule Summary Report for CTMB

Audit Date : 11,18/133% Main Member/CCOP Name : ALEERT ETNSTEIN COLL. OF MED Aud

Location :

AuditDate: 11/12/12328 Main Member/CCOP Name : ALEERT ETNSTETN COLL. OF MED Aud

Location :

NCI Code Institution Name Audit Category,
I -

tal Combined

Audit Date + 12 45 Main Member/CCOP Name ; ALEERT EINSTEIN COLL. OF MED Avd
Location:  ALBERT ETNSTEIN COLL. OF MED, BRONX MY 10481 =
ap| [GPagetoft7 | Q100w | E11x86in |« | _:|_I
[ [Document: Dane v
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Review Cooperative
Group Final Report

You may view a cooperative group final report once the
final report is submitted. This section covers review of

these reports. All fields on the Query screen do not
need to be completed to find existing information.

Note: The use of the * and the word All will allow for

viewing off all options in any given field.

1. Select Reports from the CTMB Audit
Information System window.

The Reports window appears.

2. Select Final Reports from the Reports
window.

The Final Reports window appears.

3. Select Cooperative Group Final Report
from the Final Reports window.

The Report Parameters window appears.

3 CTMB Activities - Netscape
File Edt View Go Window Help

(8§08 CTMB Audit Information System

Audit 5 cheduling Information
CTEP Auditor Information
Acknowledge Reports

Final Report Information

Follow-up Information

Cooperative Group Roster

Reports

= [Documert: Dane |

7 Netscape
File Edit “iew Go Window Help

i ¥ )i Reports

@ Scheduling Reports
@ Final Reports

@ Preliminary Reports
@ Tracking Reports

@ Roster Reports

@ Return to Main Menu

@ Download a free copy of Adobe Acrobai Reader

4|

sIW_

= Document: Done

v

#7 Netscape
Eile Edit Wiew Go Window Help

{038 Final Reports

@ Cooperative Group Final Report

@ Co-Site Final Report

@ Cooperative Group Final Report Template
@ Co Site Final Report Template

@ Return to Reports Menu

@ Return to Main Menu
| |

[ [Document; Done

sl_l'_
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4. Click on the Group: field down arrow to

select the group whose parameters you wish to

view.

The selected group is displayed in the Group:
field.

5. Click on the Institution Code: ficld down
arrow to select the institution code whose
parameters you wish to view.

The selected institution code is displayed in
the Institution Code: field.

6. Click on the Institution Name: field down
arrow to select the Institution name whose
parameters you wish to view.

The selected institution name is displayed in
the Institution Name: field.

7. Type the audit from date in the Audit From
Date: field in the MM/DD/YYYY format.

8. Type the audit to date in the Audit To Date:
field in the MM/DD/YYYY format.

9. Click on the Audit Category: field down
arrow to select the audit category whose
parameters you wish to view.

The selected audit category is displayed in the
Auditory Category: field.

10. Select Submit Query from the bottom of the
window.

This option utilizes Acrobat Reader to
display the selected report parameters on
screen.
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Review Cosite Group
Final Report

You may view a cosite group final report once the final
report is submitted. This section covers review of these

reports. All fields on the Query screen do not need to
be completed to find existing information.

Note: The use of the * and the word All will allow for

viewing off all options in any given field.

1. Select Reports from the CTMB Audit
Information System window.

The Reports window appears.

2. Select Final Reports from the Reports
window.

The Final Reports window appears.

3. Select CoSite Final Report from the Final
Reports window.

The Report Parameters window appears.
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10.

11.

Click on the Group: field down arrow to
select the group whose parameters you wish to
view.

The selected group is displayed in the Group:
field.

Click on the Institution Code: field down
arrow to select the institution code whose
parameters you wish to view.

The selected institution code is displayed in
the Institution Code: field.

Click on the Institution Name: field down
arrow to select the Institution name whose
parameters you wish to view.

The selected institution name is displayed in
the Institution Name: field.

Type the audit from date in the Audit From
Date: field in the MM/DD/YYYY format.

Type the audit to date in the Audit To Date:
field in the MM/DD/YYYY format.

Click on the Audit Category: ficld down
arrow to select the audit category whose
parameters you wish to view.

The selected audit category is displayed in the
Auditory Category: field.

Click on the Submitted By: field down arrow
to select the group submitted by whose
parameters you wish to view.

The selected group submitted by is displayed
in the Submitted By: field.

Select Submit Query from the bottom of the
window.

This option utilizes Acrobat Reader to
display the selected report parameters on
screen.
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Review Cooperative
Group Final Report
Template

You may view a cooperative group final report
template. This section covers review of these reports.
All fields on the Query screen do not need to be
completed to find existing information.

Note: The use of the * and the word All will allow for
viewing off all options in any given field.

1. Select Reports from the CTMB Audit
Information System window.

The Reports window appears.

2. Select Final Reports from the Reports
window.

The Final Reports window appears.

3. Select Cooperative Group Final Report
Template from the Final Reports window.

The Cooperative Group Final Report
Template window appears.
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4. This template may be printed or completed
using Acrobat Reader.

This option utilizes Acrobat Reader to
display the template on screen.
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Review Co-Site Final
Report Template

You may view a cooperative group final report
template. This section covers review of these reports.
All fields on the Query screen do not need to be
completed to find existing information.

Note: The use of the * and the word All will allow for
viewing off all options in any given field.

1. Select Reports from the CTMB Audit
Information System window.

The Reports window appears.

2. Select Final Reports from the Reports
window.

The Final Reports window appears.

3. Select CoSite Final Report Template from
the Final Reports window.

The Co-Site Final Report Template window
appears.
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4. This template may be printed or completed
using Acrobat Reader.

7 Netscape
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This option utilizes Acrobat Reader to
display the template on screen.
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Review Pre-populated
Preliminary Report
Template

You may view a pre-populated preliminary report
template. This section covers review of these reports.
All fields on the Query screen do not need to be
completed to find existing information.

Note: The use of the * and the word All will allow for
viewing off all options in any given field.

1. Select Reports from the CTMB Audit
Information System window.

The Reports window appears.

2. Select Preliminary Reports from the Reports
window.

The Preliminary Reports window appears.
3. Select Pre-populated Preliminary Report
Template from the Preliminary Reports

window.

The Report Parameters window appears.
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4. Click on the Group: field down arrow to
select the group whose parameters you wish to
view.

The selected group is displayed in the Group:
field.

5. Click on the Institution Code: field down
arrow to select the institution code whose
parameters you wish to view.

The selected institution code is displayed in
the Institution Code: field.

6. Click on the Institution Name: field down
arrow to select the Institution name whose
parameters you wish to view.

The selected institution name is displayed in
the Institution Name: field.

7. Type the audit from date in the Audit From
Date: field in the MM/DD/YYYY format.

8. Type the audit to date in the Audit To Date:
field in the MM/DD/YYYY format.

9. Select Submit Query from the bottom of the
window.

This option utilizes Acrobat Reader to
display the selected report parameters on
screen.
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Review Preliminary
Report Template

You may view a preliminary report template. This
section covers review of these templates. All fields on
the Query screen do not need to be completed to find
existing information.

Note: The use of the * and the word All will allow for
viewing off all options in any given field.

1. Select Reports from the CTMB Audit
Information System window.

The Reports window appears.

2. Select Preliminary Reports from the Reports

window.
The Preliminary Reports window appears.

3. Select Preliminary Report Template from
the Preliminary Reports window.

The Co-Site Visitor Preliminary Report
window appears.
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4. This template may be printed or completed ¥ Netscape o] ]
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using Acrobat Reader.

This option utilizes Acrobat Reader to
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Review Tracking Report

You may view a report that tracks specific events. This
section covers review of these reports. All fields on the
Query screen do not need to be completed to find
existing information.

Note: The use of the * and the word All will allow for
viewing off all options in any given field.

1. Select Reports from the CTMB Audit
Information System window.

The Reports window appears.

2. Select Tracking Reports from the Reports
window.

The Tracking Reports window appears.

3. Select Follow-up Tracking Report from the
Tracking Reports window.

The Report Parameters window appears.
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4. Click on the Group: field down arrow to
select the group whose parameters you wish to
view.

The selected group is displayed in the Group:
field.

5. Click on the Status: field down arrow to select
the status whose parameters you wish to view.

The selected status is displayed in the Status:
field.

6. Click on the Institution Code: ficld down
arrow to select the institution code whose
parameters you wish to view.

The selected institution code is displayed in
the Institution Code: field.

7. Click on the Institution Name: ficld down
arrow to select the Institution name whose
parameters you wish to view.

The selected institution name is displayed in
the Institution Name: field.

8. Type the audit from date in the Audit From
Date: field in the MM/DD/YYY'Y format.

9. Type the audit to date in the Audit To Date:
field in the MM/DD/YYYY format.

10. Click on the Audit Category: field down
arrow to select the audit category whose
parameters you wish to view.

The selected audit category is displayed in the
Auditory Category: field.

11. Select Submit Query from the bottom of the
window.

This option utilizes Acrobat Reader to
display the selected report parameters on
screen.
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Review Final Report
Submission Tracking
Report

You may view final report submission tracking report.
This section covers review of these reports. All fields

on the Query screen do not need to be completed to find

existing information.

Note: The use of the * and the word All will allow for
viewing off all options in any given field.

1. Select Reports from the CTMB Audit
Information System window.

The Reports window appears.

2. Select Tracking Reports from the Reports
window.

The Tracking Reports window appears.

3. Select Final Report Submission Tracking
Report from the Tracking Reports window.

The Report Parameters window appears.
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10.

11.

Click on the Group: field down arrow to
select the group whose parameters you wish to
view.

The selected group is displayed in the Group:
field.

Click on the Institution Code: field down
arrow to select the institution code whose
parameters you wish to view.

The selected institution code is displayed in
the Institution Code: field.

Click on the Institution Name: field down
arrow to select the Institution name whose
parameters you wish to view.

The selected institution name is displayed in
the Institution Name: field.

Type the audit from date in the Audit From
Date: field in the MM/DD/YYYY format.

Type the audit to date in the Audit To Date:
field in the MM/DD/YYYY format.

Click on the Audit Category: ficld down
arrow to select the audit category whose
parameters you wish to view.

The selected audit category is displayed in the
Auditory Category: field.

Click on the Submitted By: field down arrow
to select the group submitted by whose
parameters you wish to view.

The selected group submitted by is displayed
in the Submitted By: field.

Select Submit Query from the bottom of the
window.

This option utilizes Acrobat Reader to
display the selected report parameters on
screen.
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Review Overdue
Preliminary Reports

You may view overdue preliminary reports. This

section covers review of these reports. All fields on the

Query screen do not need to be completed to find
existing information.

Note: The use of the * and the word All will allow for
viewing off all options in any given field.

1. Select Reports from the CTMB Audit
Information System window.

The Reports window appears.

2. Select Tracking Reports from the Reports
window.

The Tracking Reports window appears.

3. Select Overdue Reports from the Tracking
Reports window.

The Overdue Reports window appears.
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4. Select Overdue Preliminary Reports from 3t Netscape =Y
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Review Final Reports
Pending
Acknowledgement

You may view final reports that are pending
acknowledgement. This section covers review of these
reports. All fields on the Query screen do not need to
be completed to find existing information.

Note: The use of the * and the word All will allow for
viewing off all options in any given field.

1. Select Reports from the CTMB Audit
Information System window.

The Reports window appears.

2. Select Tracking Reports from the Reports
window.

The Tracking Reports window appears.

3. Select Overdue Reports from the Tracking
Reports window.

The Overdue Reports window appears.
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10.

11.

12.

Select Final Reports Pending
Acknowledgement from the Overdue
Reports window.

The Report Parameters window appears.

Click on the Group: field down arrow to
select the group whose parameters you wish to
view.

The selected group is displayed in the Group:
field.

Click on the Institution Code: field down
arrow to select the institution code whose
parameters you wish to view.

The selected institution code is displayed in
the Institution Code: field.

Click on the Institution Name: ficld down
arrow to select the Institution name whose
parameters you wish to view.

The selected institution name is displayed in
the Institution Name: field.

Type the audit from date in the Audit From
Date: field in the MM/DD/YYYY format.

Type the audit to date in the Audit To Date:
field in the MM/DD/YYYY format.

Click on the Audit Category: field down
arrow to select the audit category whose
parameters you wish to view.

The selected audit category is displayed in the
Auditory Category: field.

Click on the Submitted By: field down arrow
to select the group submitted by whose
parameters you wish to view.

The selected group submitted by is displayed
in the Submitted By: field.

Select Submit Query from the bottom of the
window.

This option utilizes Acrobat Reader to
display the selected report parameters on
screen.
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Review Overdue Final
Reports

You may view overdue final reports. This section
covers review of these reports. All fields on the Query
screen do not need to be completed to find existing
information.

Note: The use of the * and the word All will allow for
viewing off all options in any given field.

1. Select Reports from the CTMB Audit
Information System window.

The Reports window appears.

2. Select Tracking Reports from the Reports
window.

The Tracking Reports window appears.

3. Select Overdue Reports from the Tracking
Reports window.

The Overdue Reports window appears.
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This option utilizes Acrobat Reader to
display the selected report parameters on
screen.
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Review Returned Final
Reports Pending
Resubmission

You may view returned final reports that are pending
resubmission. This section covers review of these
reports. All fields on the Query screen do not need to
be completed to find existing information.

Note: The use of the * and the word All will allow for
viewing off all options in any given field.

1. Select Reports from the CTMB Audit
Information System window.

The Reports window appears.

2. Select Tracking Reports from the Reports
window.

The Tracking Reports window appears.

3. Select Overdue Reports from the Tracking
Reports window.

The Overdue Reports window appears.
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10.

11.

12.

Select Returned Final Reports Pending
Resubmission from the Overdue Reports
window.

The Report Parameters window appears.

Click on the Group: field down arrow to
select the group whose parameters you wish to
view.

The selected group is displayed in the Group:
field.

Click on the Institution Code: field down
arrow to select the institution code whose
parameters you wish to view.

The selected institution code is displayed in
the Institution Code: field.

Click on the Institution Name: ficld down
arrow to select the Institution name whose
parameters you wish to view.

The selected institution name is displayed in
the Institution Name: field.

Type the audit from date in the Audit From
Date: field in the MM/DD/YYYY format.

Type the audit to date in the Audit To Date:
field in the MM/DD/YYYY format.

Click on the Audit Category: field down
arrow to select the audit category whose
parameters you wish to view.

The selected audit category is displayed in the
Auditory Category: field.

Click on the Submitted By: field down arrow
to select the group submitted by whose
parameters you wish to view.

The selected group submitted by is displayed
in the Submitted By: field.

Select Submit Query from the bottom of the
window.

This option utilizes Acrobat Reader to
display the selected report parameters on
screen.
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Review Overdue Follow-
up Items

You may view overdue follow-up items. This section
covers review of these items. All fields on the Query
screen do not need to be completed to find existing
information.

Note: The use of the * and the word All will allow for
viewing off all options in any given field.

1. Select Reports from the CTMB Audit
Information System window.

The Reports window appears.

2. Select Tracking Reports from the Reports
window.

The Tracking Reports window appears.

3. Select Overdue Reports from the Tracking
Reports window.

The Overdue Reports window appears.
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10.

11.

Select Overdue Follow-up Items from the
Overdue Reports window.

The Report Parameters window appears.

Click on the Group: field down arrow to
select the group whose parameters you wish to
view.

The selected group is displayed in the Group:
field.

Click on the Institution Code: field down
arrow to select the institution code whose
parameters you wish to view.

The selected institution code is displayed in
the Institution Code: field.

Click on the Institution Name: ficld down
arrow to select the Institution name whose
parameters you wish to view.

The selected institution name is displayed in
the Institution Name: field.

Type the audit from date in the Audit From
Date: field in the MM/DD/YYYY format.

Type the audit to date in the Audit To Date:
field in the MM/DD/YYYY format.

Click on the Audit Category: field down
arrow to select the audit category whose
parameters you wish to view.

The selected audit category is displayed in the
Auditory Category: field.

Select Submit Query from the bottom of the
window.

This option utilizes Acrobat Reader to
display the selected report parameters on
screen.
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Review User Defined
Cooperative Group
Roster

You may view the user defined cooperative group
roster. This section covers review of this roster. All
fields on the Query screen do not need to be completed
to find existing information.

Note: The use of the * and the word All will allow for
viewing off all options in any given field.

1. Select Reports from the CTMB Audit
Information System window.

The Reports window appears.

2. Select Roster Reports from the Reports
window.

The Roster Reports window appears.

3. Select User-defined Cooperative Group
Roster Report from the Roster Reports
window.

The Report Parameters window appears.

4. Click on the Membership Type: field down
arrow to select the membership type whose
parameters you wish to view.

The selected membership type is displayed in
the Membership Type: field.

5. Click on the Membership Status: field down
arrow to select the membership status whose
parameters you wish to view.

The selected membership status is displayed in

the Membership Status: field.

6. Click on the NSABP and SWOG only: field

down arrow to select the audit category whose

parameters you wish to view.

The selected audit category is displayed in the
NSABP and SWOG: field.
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10.

11.

12.

13.

Click on the Institution Code: field down
arrow to select the institution code whose
parameters you wish to view.

The selected institution code is displayed in
the Institution Code: field.

Click on the Institution Name: ficld down
arrow to select the Institution name whose
parameters you wish to view.

The selected institution name is displayed in
the Institution Name: field.

Click on the City: field down arrow to select
the city name whose parameters you wish to
view.

The selected city name is displayed in the
City: field.

Click on the State/Province: field down arrow
to select the state or province name whose
parameters you wish to view.

The selected state or province name is
displayed in the State/Province: field.

Click on the Current Status: field down
arrow to select the current status whose
parameters you wish to view.

The selected status is displayed in the Current
Status: field.

Click on the Sort by: field down arrow to
select the category whose parameters you wish
to view.

The selected category is displayed in the Sor?
by: field.

Select Submit Query from the bottom of the
window.

This option utilizes Acrobat Reader to
display the selected report parameters on
screen.
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Click on the Membership Type: field down
arrow to select the membership type whose
parameters you wish to view.

The selected membership type is displayed in
the Membership Type: field.

Click on the Membership Status: field down
arrow to select the membership status whose
parameters you wish to view.

The selected membership status is displayed in
the Membership Status: field.

Click on the NSABP and SWOG only: ficld
down arrow to select the audit category whose
parameters you wish to view.

The selected audit category is displayed in the
NSABP and SWOG: field.

Click on the Sort by: field down arrow to
select the category whose parameters you wish
to view.

The selected category is displayed in the Sort
by: field.

Select Submit Query from the bottom of the
window.

This option utilizes Acrobat Reader to
display the selected report parameters on
screen.
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